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In the time it takes to smoke a cigarette 


LET US SHOW YOU 
THE WORLDS FASTEST ELECTRIC 


with the worlds finest features 


Made for typists 4) 


y typewriter experts, today’s Smith-Corona Office Electric is the 


lectric typewriter which carries on where others left off.Call your Smith-Corona 
representative for a short demonstration of this marvelous business machine. 


Sleek, clean, modern design, comple- 
menting faultless performance. Five 
lovely decorator colors. Exclusive 
Signal Light gives on-off indication. 
mm ba 


es 
You ned error control. 





You need error control. 


Exclusive Half Spacing —the easiest, 
simplest method of error control. 
Permits corrections without time- 
consuming, expensive total re-typing. 





“4 
All the operating controls are grouped 
efficiently within the keyboard area. 
Result: No waste motion, less chance 
for errors. Faster, easier, better typing. 


2. 
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Special keyboard slope and slightly 
slanted keys give unmatched comfort. 
Every key is cushioned to prevent 
“flat” feeling and give livelier touch. 


SMITH-CORONA ELECTRIC 


best business connection you ever made 








FOR MORE INFORMATION ezaesecaecacas 


inquiry card. 


There is another card like this in the back of this issue. 


READER SERVICE DEPT.: Please Send To: ’ PLEASE PRINT 


Name - cia , Tae" “tov Lae SY n> i ___. Position 


Company — 


Retvess- 


EE eat ha EE Re ON a Reale es RSME ee AS ‘i Zone _____ State _ 


information on No. 101 110 1717. #112 «+113 

117. «118 («119 121 130 131 132 133 
138 139 141 150 151 152 153 
158 159 161 170 171 172. 173 
178 179 181 190 191 192 193 
198 199 201 210 211 212 213 
218 219 221 230 231 232 233 
238 239 241 250 251 252 253 
258 259 261 270 271 272 273 
278 281 290 291 292 293 
298 299 301 310 311 312 313 
318 321 330 33! 332 
338 339 341 342 350 351 352 
358 359 360 361 362 371 372 
378 379 381 382 390 391 392 

397 398 .399 400 .401 402 411 

417 418 419 420 421 422 431° 432 


Good until Feb. 1, 1958 
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BUSINESS REPLY CARD 


No Postage Stomp Necessary if Mailed in the United States 


POSTAGE WILL BE PAID BY 


Magazine of 
MANACEMENT + ov * meTnoos 


“Office 


OFFICE PUBLICATIONS COMPANY 
232 Madison Avenue 
New York 16, New York 


First Class 
Permit No. 38947 


New York, N.Y 
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Wonderful work-shrinker! 


... reduces day’s job to 40 min. 


One girl used to spend all day Monday dating, 
coding and counting the guaranty cards received from 
new customers during the previous week...With 

a Tickometer, the same job is done in forty minutes! 


e Hand work is costly in the office as well as the factory. 
On such repetitive, mechanical tasks as counting, marking, 
stamping, numbering, dating, canceling, coding—the 
Tickometer is eight times as fast as an experienced girl! 
e It imprints and counts tags, forms, coupons, tickets, 
checks and labels up to 1,000 pieces a minute. With an 
accessory, it can sign checks, vouchers, authorizations. 
Has many applications. 

e As a counter, it is so accurate that banks trust it to 
count currency! Makes predetermined counts, records 
part or full totals and has an optional, consecutive 
numbering device. 

e Easy to use and set, the Tickometer doesn’t 

need a skilled operator. Can be bought or rented. 
Pitney-Bowes has 302 service points, including 

107 branch offices, coast to coast. Even 

for occasional use, the Tickometer 

soon pays for itself in time saved. 

Ask the nearest PB office to show 

you how the Tickometer can help 

in your office. Or send the coupon 

for free illustrated 

booklet, and user 

case studies. 


bye 
Pe AT CAS AA ST Se A A A A RS RICE — A Se ee cee 


Pitney-Bowes, Inc. 
3432 Walnut Street, 
Stamford, Conn. ‘ 


Send Tickometer booklet and case studies 


Counting & Imprinting Machine 


Made by the originator of the postage meter . . . 
branch offices in 107 cities in U.S. and Canada Address___ 
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modern business needs 


MODERN COMMUNICATIONS! 





the Ericofon is the most 
modern telephone in the world! 


The telephone is a prime business tool. In the new 
Ericofon you have the ultimate in functional design. One- 
piece design, with the dial in the base, ends the straining, 
twisting and stretching to dial—the dial “comes to you” 
now. Light in weight, the Ericofon weighs as little as the 
handset alone on old fashioned phones. The new Ericofon 
saves valuable desk space too—takes as little as one 
quarter the space required for old phones. Decorative, 
available in six colors, the new Ericofon adds a modern 
touch to the modern office. 


The perfect combination for office use today is the new 
Ericofon and North PX, the Private Exchange that will 
materially lower your inter-office communications expense 
while giving you modern efficiency. 


For further information on the new Ericofon and North 
PX equipment, write Dept. O-1, North Electric Co., 
Galion, Ohio. 


INDUSTRIAL DIVISION 


NORTH ELECTRIC COMPANY ; 1 . 


SOUTH MARKET STREET © GALION, OHIO “yi 
e 
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Connecticut General’s Building 
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THE FEDERAL GOVERNMENT has 


already ordered five million of the 
new, double-coated, direct image, 


REPLIMASTER offset plates. 


FROM THE STANDPOINT of quality 
and economy, REPLIMASTER has no 


equal. In quantity orders, the cost 


may be as low as Ic each in printed, 


continuous style. 


Write for further information. 


For More Information Circle No. 326 


REPLICA PRODUCTS CORP. 


154 NASSAU STREET, NEW YORK 38, N. Y. 
BEekman 3-8266 


2 
e 
QUALITY SHARP, CLEAN IMPRESSIONS ~~ 
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NO MORE OBSOLETE FORMS 


When you use REPLIMASTER offset plates, 
the same coating is on both sides — either 
or both sides can be used. Should the pre- 
print become obsolete, simply use the rev- 
erse side of the master. 


Ideal for Xerox. 
Will Not Curl—even if stored without 
protection in humid weather. 
Always Lie Completely Flat! 
(Try REPLIMASTER on your Verifax, too.) 
Available for Teletype rolls in volume lots. 


For further information write or phone: 


For More Information Circle No. 326 


REPLICA PRODUCTS CORP. 


154 NASSAU STREET, NEW YORK 38, N. Y. 
BEekman 3-8266 
{Also manufacturers of the dual-purpose REPLIMAT 
and other quolity diaro and offset supplies.) 





How to Inventory 


WILLIAM BENEDON, Corporate Records Management Advisor, 


CHEDULED DISPOSITION of 
S records is the most desirable means 
of preventing the unnecessary accumu- 
lation of paperwork from the stand- 
point of efficiency and economy. To 
schedule records properly, it is neces- 
sary to possess a complete knowledge 
of what records exist. This must include 
the location, volume, distribution and 
equipment usage of the records, and 
can only be obtained by a records 
inventory. The inventory in itself is 
not the total solution to disposition. 
Records must be appraised, retentions 
established, and approvals obtained be- 
fore disposition action can be taken. 
The records inventory is the foundation 
upon which these further steps are de- 
veloped. This article will discuss the 
decisions to be made prior to initiating 
inventory and outline some guides to 
be followed. First, let us consider the 
definition of some terms pertinent to 
our subject. 

RECORDS: A record is any paper, 
book, photograph, microfilm, map, 
drawing, chart, card or other document 
or any copy thereof, received by any 
branch, division, department, or unit 
of a company, and retained by such 
office or its successor, as evidence of its 
activities or because of the information 
contained therein. 


RECORDS INVENTORY: A com- 
plete listing of file contents by records 
series together with sufficient supporting 
information to enable a proper evalu- 
ation of file functions and activities. 

RECORDS SERIES: Groups of iden- 
tical or related records which are nor- 
mally used and filed as a unit, and 
which permit evaluation as a unit for 
disposition purposes. often an 
attempt establish records 
schedules by setting retentions on the 
basis of form listings or by subject as 
individual problems arise. This is not 
only time consuming, but provides very 


(Too 
is made to 


limited benefits to a records program. 
It is far more practical to review a 
personnel folder [records series] as a 
complete unit than to review each of 
the many different forms that comprise 
its contents.) 

METHOD: basic 
methods of taking a records inventory: 
questionnaire and physical inventory. 
The former involves the circulation of a 
form, to all department heads, request- 
ing a descriptive listing of the materials 
filed in their offices and their recom- 
mendations for The latter 
method requires a trained individual or 
individuals, assigned to a records sur- 
vey, to examine each file and record 
the necessary data. The various merits 


There are two 


retention. 
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Records for Disposition 


Lockheed Aircraft Corp., Burbank, Calif. 


of the two methods require further con- 
sideration. 

The principal advantage of using a 
questionnaire is speed. All departments 
can be contacted at one time with a 
request for reply by a certain date. 
Other advantages are: 

1. Fewer personnel are required. 

2. It is completed as part of general 
office activities. 

3. It is completed by the department 
itself. This usually results in a better 
classification of file contents since the 
department is most familiar with the 
material. 

4. Recommendations and supporting 
reasons are obtained immediately and 
provide a basis for a decision. 

5. It covers both inventory and ap- 
praisal and can eliminate follow-up re- 
quirements. 

The disadvantages of the question- 
naire system stem from the impersonal 
nature of its approach. 

1. It is often looked upon as an 
added chore and is hastily prepared. 

2. It provides little opportunity for 
interchange of ideas. Departments tend 
to become islands unto themselves. De- 
partmental evaluation of records fre- 
quently does not recognize the possi- 
bilities of duplication by other func- 
tions. 
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3. A questionnaire is of a surface 
nature. It rarely takes account of 
records in storage. (Out of sight, out 
of mind.) 

4. The questionnaire is a very in- 
accurate presentation of records vol- 
umes, space and equipment, since there 
is certain to be discrepancies in calcu- 
lations and interpretation of equipment 
codes with so many people involved in 
a project. 

A physical inventory provides for a 
complete coverage of active and in- 
active records by a group of persons 
specifically trained to record properly 
all the needed information. Additional 
advantages are: 

1. Records are pinpointed as to loca- 
tion and can rapidly be obtained if 
questions arise during the appraisal 
stages. 

2. There is little, if any, interference 
with daily company operations, since 
department personnel are not concerned 
with taking the inventory. Their time 
is helpful and necessary when reten- 
tions have been set on the records and 
approvals are required. 

3. A complete physical inventory is 
impressive both in scope and detail. 
Through a method such as this, the 
company’s records probiems are defined 
in terms which are readily understood. 





RECORDS STORAGE EQUIPMENT CODE 


DESCRIPTION 


Legal metal transfer case. 


| metal transfer case. 


& Standard 5 drawer (legal size) metal cabinets: 
(L,—4-drawer, L,—3-drawer, L.,—2-drawer). 


am Standard 5-drawer (letter size) metal cabinet: 
. (I,—4-drawer, |,—3-drawer, |.—2-drawer). 


Packages or bundles of any kind. 

















Volumes (books of account, tab reports). 


SS | Steel shelving. 








a Supply cabinets metal. 


Safe (metal). 








; Tabulating card boxes (standard metal or wood). 





Desk or tub files metal. 


D 
‘equ Card files (metal) C’—3” x 5”, C*—4” x 6”; 
C°—5” x 8”. 
Wooden equipment: 
IW.—5-drawer letter size wooden cabinet, 
W IW—Wooden transfer case (letter size), 
LW ,—4-drawer (legal size) wooden cabinet, 
10 








WS—Wood shelving. 


Cardboard or fibre equipment: 
IF—Fibre transfer case letter size. 
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The principal drawbacks to a physi- 
cal inventory are time span and per- 
sonnel. These characteristics, however, 
are easily overshadowed by the stated 
advantages. It is evident that the ques- 
tionnaire method is, at best, superficial. 
If possible, a physical inventory should 
always be taken since it alone can pro- 
vide all the information necessary for 
a proper evaluation of a company’s 
records. Any well organized records 
program supports this procedure. 

Personnel assigned to records activities 
should be thoroughly trained in inven- 
tory technique as well as the problems 
of records programming. Inventory 
taking is not easy. While it is the most 
essential step in the program, it is also 
the most tedious. Records find their 
way to very strange habitats ranging 
from cellars to capitol building domes. 
One must be prepared to face the 
three-D hazard: dirty, dusty, docu- 
ments. This is true whether it be the 
person heading the program or one of 
the staff members. A records manager 
cannot perform an effective job unless 
he personally participates to some ex- 
tent in the actual physical inventory. 
The knowledge gained forms the basis 
for the proper development of the entire 


program. A well planned program de- 
mands at least 60% of the total allotted 
time for inventory purposes. It is well 
worth it because, if properly taken and 
controlled, a future inventory will not 
be required. The number of people to 
be assigned to a records survey is de- 
termined by the scope of the program, 
the volume, and the time allotted. A 
well trained person can cover an aver- 
age of 300 to 350 cu. ft. per day. 

To be complete, an inventory of 
records should include all documents 
which affect the operations of a busi- 
ness. It would therefore cover forms, 
reports, correspondence, manuals, draw- 
ings, photographs, sound recordings or 
similar material. Too often a program 
is restricted in its coverage to records 
in files and cabinets, while those on 
shelves, in desk drawers and bookcases 
are skipped. The volume in such areas 
can be considerable. If one abides by 
the definition presented earlier, there 
should be no problem in this respect. 

Begin the inventory in inactive stor- 
age areas. This gives personnel an op- 
portunity to experiment and improve 
upon inventory techniques. Older 
records also provide an insight into the 
operation of the company and an un- 





ene 


For inventory purposes, equipment is expressed in terms of drawers. For example: 
31. means three drawers of a letter size, 5-drawer metal file cabinet; 10 1W 


means ten letter size wooden transfer cases; 6 CW 


files. 


Volume: 1 1.66 cu. ft. i 


means six wooden 5” x 8” card 


2.00 cu. ft. 


To compute cubic foot content of other types of equipment or containers, take 


internal dimensions in inches and use the formula: width 


.00058. 


depth height 


All volume should be calculated in cubic feet because this is the most 


usable space measurement in housing records. 
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derstanding of the paperwork activity 
of all departments. In expanding enter- 
prises, supervisory personnel is con- 
stantly changing and the inventory 
recorder may find that he is the only 
one, or one of a select few, with a com- 
plete knowledge of the volume and 
nature of older records. This is im- 
portant when records are discussed for 
evaluation. 

Following a complete inventory of 
stored records, office records are sur- 
veyed. Determine in advance the se- 
quence in which office areas are to be 
covered, making certain that proper 
notice has been sent to the areas con- 
cerned. There is a special pride con- 
nected with possession of filing equip- 
ment and access to them will be denied 
if there is any doubt as to the reason. 
Survey personnel should not attempt to 
oversell. Main emphasis should be 
placed upon the need for cooperation 
for both the inventory phase and the 
subsequent steps needed to implement 
the program. Cooperation can be best 
achieved by requesting assistance in the 
following areas: 

1. A brief outline of the department’s 
organization and operation. If possible, 
obtain a copy of an internal table of 
organization which lists supervisory 
personnel. This will, obviously, simplify 
contacts. 

2. An identification of all areas, 
office and storage, used to house a de- 
partment’s records. 

3. Clearances to review all records for 
inventory purposes. 

4. Designation of someone from the 
department to serve as a liaison with the 
people taking the inventory. 

Should the survey be conducted on a 


12 


departmental or on a company-wide 
basis? On a departmental basis, all 
active and inactive records for a par- 
ticular function inventoried, ap- 
praised, approved, and a retention 
schedule set. In the latter case, all in- 
active records are covered first, then 
office records. The two are consolidated 
by department, then appraised, ap- 
proved, and a retention schedule set. 
An analysis of the departmental ap- 
proach will demonstrate the relative 
merits of a company-wide approach as 
well. Here are the advantages of a de- 
partmental approach. 

1. If a training program is involved, 
it reduces the length of time necessary 
to train people in all phases of the pro- 
gram. 

2. It sets the program into immediate 
operation, covering the entire pro- 
cedure. This clearly indicates possible 
shortcomings of the survey, which can 
be corrected when the program is ex- 
tended further. 

3. It sets the pattern for retention 
clearances, so that the time often re- 
quired at the end of a program for 
these arrangements is considerably re- 
duced. 


are 


4. It places a portion of the program 
into immediate action, avoiding the 
possible criticism, “When are we going 
to get something done?” 

The disadvantages of 
mental method are: 


the depart- 


1. It is often difficult to segregate 
all records pertaining to a particular 
function in inactive records areas. It 
then becomes necessary to go back to 
the same individuals several times to 
obtain approvals for materials found 
during a subsequent inventory. 
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MONROE'S ALL-ELECTRONIC COMPUTER 


Tue OFFIce 


ert yOUCT ANALYs,. 


7 


Vovember, 


] 


Breaks the $10,000 Cost Barrier 


Ay 7, 
{o} 

May 

re) 

“q 


"he 


paccUMULATIONS 


DISCOUNTs 


YOY (O)\'b 220) 3108 


Here is an all-electronic computer at a price near $10,000 
which, even in these days of scientific triumph, represents 


a milestone in the iceluleliiieliolmelsl 


Truly to comprehend this machine you must see it in action 
and you can. With it, you fly through invoicing elec 
fractions without decimal equivalents, discounts 


igelsliae! 
WaT i eltl Maes d-latleliL Pe -laletrelinisl-tic leh a iclicll Mie meeeliliilelile 
folate Me AA aM iM lela tielsMallag 1a 
a y 
or write the Accounting Machine Div P 
- f 
Iculating Machine Company, MONROE 
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fem -Telgsmsleh Mil aigealia Baelmelliile| 
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LAS 3669 


RECORDS INVENTORY WORK SHEET 





YEARS RANGE 


AREA 


LOCATION 


EQUIPMENT 


ACTION 
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DESCRIPTION 


Sveeceventrar To Tag Ron 
Tx uth Foany - ORIG 


Iureanac Fean Useo To Accumvcare Depucrions 


STOR. 





VAULT 





RECORDS TITLE: 





DEPARTMENT: 


$i-24 Partoce 
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Accounrs frecewagce feconn-Empsorees Dx sei4 


An inventory form is prepared for each series of records. 


2. The evaluation phase is more 
difficult, since you have not adequately 
determined the distribution of. various 
forms: where they go, what function 
they perform, and what particular 
copies are being kept. 

3. It may sometimes produce prob- 
lems that normally can be controlled 
by the company but which should not 
be considered while the survey is being 
conducted. Once they appear, however, 
it is the desire of the operating per- 
sonnel in particular departments to find 
some immediate solution to their prob- 
lems. 

Certain types of equipment, other 
than pencil and paper, are required for 
the conduct of a records inventory. 
Three of these are essential: an inven- 
tory form, a floorplan, and an equip- 
ment code. Others are useful, yet not 


14 


as essential. A brief coverage can be 
helpful in deciding which should be 
employed. 

INVENTORY FORM to record the 
information that is necessary for a 
proper understanding of the record. A 
separate inventory form (above) should 
be prepared for each records series. It 
should provide space for the records’ 
title, date, filing sequence, location, 
equipment usage, volume, and depart- 
ment identification. The content of the 
form is more important than its size 
although’ the most frequently used sizes 
are 4” x 6” and 5” x 8”. Larger forms 
tend to become cumbersome and often 
result in repetitive information. 

LAYOUTS. Once the area to be in- 
ventoried has been identified, a layout 
should be prepared to indicate the loca- 
tion of the area and the relative position 
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Because first impressions are so lasting, it’s good business to use a paper 
that impresses prospects on sight with the importance of your message. 
That’s why so many leaders in industry look to ATLANTIC BOND. 


ATLANTIC BOND, the genuinely watermarked #1 Sulphite Bond, com- 


mands attention because it Jooks important, feels important, is impor- 
tant. It’s first in its field for sales because it’s first in performance. 
Impressions “take” better . . . look sharper, clearer. And ATLANTIC BOND 
is moisture-controlled for dimensional 

stability . . . assuring more accurate 

register on every run — no wasted 

time and effort on re-runs. 


Next time - and every time - you 
wish to convey at a glance the 
importance of your message, put 

it on ATLANTIC BOND! 


Reproduction Department, 
Harrington & Richardson, Inc., Worcester, Mass. 


EASTERN 
ATLANTIC BOND 


F 4 ( pOnites 
ATLANTIC DUPLICATOR 


ATLANTIC MIMEO 
conc Mtlantic Papers tinue 
PRODUCTS OF EASTERN CORPORATION, BANGOR, MAINE + MANUFACTURERS OF QUALITY PAPER AND PUROCELL PULP 

MILLS AT BANGOR AND LINCOLN, MAINE © SALES OFFICES: NEW YORK, BOSTON, PHILADELPHIA, CHICAGO, ATLANTA 


For More Information Circle No. 198 
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“He told the boss how much he can 
save with 3M PLATES!’ 


BRAND 


“The boss was really worried for a while. Press downtime and 
quality rejects were really biting into the profits. So, I told him 
the plate makes a world of difference and that plate costs are only 1¢ 
out of a litho job dollar. I said it pays to buy the best-—3M 
Plates. 3M Plates eliminate variables that slow down press work 

.. and you can’t beat 3M Plate quality. Well, we're 100% 3M 
Plate users now. Us pressmen are happier. The boss is all smiles.”’ 


3M Photo Offset Plates 


BRAND 
enooucr On 
“3M" is a registered trademark of Minnesota Mining and Manufacturing 
Company, Saint Paul 6, Minnesota. General Export: 99 Park Avenue, 
New York 16, New York, In Canada: P, O, Box 757, London, Ontario, “My (, 
"€seanct 


For More Information Circle No. 182 





of all filing equipment. Layouts may be 
available from the company’s mainte- 
nance department. If not, a hand-drawn 
map is equally satisfactory. Layouts 
need not be expertly done. They are 
only used to pinpoint locations. Each 
filing unit should be numbered and 
the cabinets and individual drawers 
coded. For example, the location of 
records in the third drawer of the third 
cabinet in a unit might be designated 
as 1-C-3 (1 refers to the location of 
the entire unit, C to the third cabinet in 
the unit, and 3 to the third drawer from 
the bottom). 

EQUIPMENT CODE. A standard 
system should be used to identify the 
equipment in which records are housed. 
The code should cover the type and size 





FOR Alt NOISY 
OFFICE MACHINES 


of equipment as well as the cubic con- 
tent of records contained. (Page 10 
shows a typical equipment code.) An 
equipment code provides the detail 
which can indicate the amount of equip- 
ment in use, equipment released and 
available for use or sale, as well as the 
volume of records covered by the study. 

Equipment which is helpful, yet not 
essential includes: 

ORGANIZATION CODE. In most 
organizations the various departments 
have code number identifications. Often 
documents are placed in storage with 
such numbers being the sole means of 
identification. A company telephone 
directory or departmental list can serve 
the purpose. Company charts also can 
be used to check proper coverage of 


Thousands enjoy ACOUSTINETS and order more! 


You would, too—if you tried them. You would enjoy the QUIET comfort... 
resulting in better production and fewer errors. 


Only Acoustinets use QUIETEX material ... they afford the maximum in noise 


control—try them and see for yourself . . . 


© 1957 








(Gate 


—— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


411 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 344 
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SHOULDER 
YOUR 
PHONE...: 


HAVE BOTH HANDS FREE 


Let your employees do twice the telephone work 
in half the time. Over two million Tele-Rest 
owners know Tele-Rest is best because:— 

TELE-REST IS DESIGNED FOR ADJUSTABILITY 
. . whether the user is tall or short, a right 
or left ear listener. Tele-Rest adjusts to fit. 

TELE-REST 1S DESIGNED FOR COMFORT .. 
clean, durable natural rubber inserts cushion 
the cradle . . no slip, no slide, no smudged 


shirts. 

TELE-REST IS DESIGNED FOR ECONOMY . 
it slips neatly into any office budget, and gives 
years of dependable service. 

TELE-REST IS DESIGNED TO FIT ALL HANDSET 
TELEPHONE RECEIVERS ... . old style, or new 
flat models, Tele-Rest fits them all; and, when 
installed according to simple directions, needs 
no further attention. Tele-Rest, securely at- 
tached by band and screws, can't slip off. 

TELE-REST IS DESIGNED FOR FASHION 
if color enters your office through a glamorous 
new telephone, add the decorator's touch with 
a matching Tele-Rest . . . the same modest 
price for green, blue, red, ivory, gray, beige 


or black. 

TELE-REST IS DESIGNED FOR EFFICIENCY. . 
Telephone the modern way with both hands 
free for references, taking notes, typing tele- 
phoned orders, scheduling appointments, etc. 

TELE-REST IS DESIGNED FOR NOW .. why 
not increase the efficiency, decrease the ten- 
sien, and double the accuracy in your office? 


INSTALL A TELE-REST 
ON EVERY TELEPHONE 


Mr. Consumer: See your nearest stationery 
store. 


Mr. Stationer: Please contact your jobber. 


Mr. Jobber: Your inquiry will be given im- 
mediate attention by: 


H. H. RENNEKER 
Inventor, Manufacturer, 
and Distributor 


P. O. Box 9235 
San Diego 9, Calif. 
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departments and their respective sec- 
tions. 

FORMS CONTROL INFORMA- 
TION. It is helpful to secure a list of 
forms and their titles. In some instances 
it becomes difficult to identify the de- 
partment to which a record belongs. 
Then too, some numbered documents 
do not bear titles. Good forms control 
can provide the needed tie-in. A forms 
roster is more useful in a small or- 
ganization than a large one because 
the number of copies and the distribu- 
tion of forms in the latter may make it 
too complex to be of use. Keep in mind 
that a forms roster is merely another 
tool in records inventory. Forms con- 
trol as an organizational unit has little 
bearing on the records survey in the 
inventory stages. 

RECORDING MACHINES. Inactive 
records areas may present a problem 
from the standpoint of physical access 
and tidiness. It is not easy to record 
data under adverse conditions. In one 
recording machines were 
used and the discs transcribed on the 
inventory worksheet. A survey analyst 
also used a miner’s lamp where light- 
ing conditions were poor. Some condi- 
tions call for resourceful solutions such 
as these. 

RECORDS IN STORAGE. Prac- 
tically all records in storage have been 
listed either by the departments storing 
them, or by the area housing them. 
where such controls are 
maintained so that they can be located 
if the need arises. Such controls can be 
of varying importance depending upon 
the information contained, such as date 


company, 


Determine 


stored, recommended retention, persons 
sending records. They are also helpful 
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The answer 


to increasing 





photocopying 


requirements 


Junior Continuous 
Model B 





The Junior Continuous Models 
A and B are designed to meet the 
increasing demand for photo- 
copies that often overtaxes smaller 
copying equipment. 

Both models are completely automatic, 
are fast and economical to operate. Using 
regular grades of Photostat Photographic 
Paper, they produce accurate, permanent 
prints 10” x 11” or smaller. With a 
Microtronics Microfilm Enlarger as ad- 
ditional equipment, they make paper 
prints from 16 and 35 mm. film. 


Junior Continuous 
Model A 


Junior 


Continuous 


PHOTOSTAT® 
PHOTOGRAPHIC 
COPYING 


EQUIPMENT 


Junior Continuous Models A and B 
are two of the seventeen models of 
Photostat Photographic Copying Equip- 
ment manufactured by Photostat Corpo- 
ration. Our sales-service representatives 
located in principal cities throughout the 
country would be pleased to tell you 
more about the particular model that can 
best help to solve any photocopying 
problems you may have. 





PHOTOSTAT CORPORATION 
P.O. Box 1970-D, Rochester 3, New York 
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ey 


| My hands used to look ? Then one doy the boss 3 | typed the master the same 
like this every time | typed asked me to try Azograph way | always did 
a duplicating master . . said he wanted to see 
if these new masters really 
were clean. So what, | 
thought. 


4 “| made corrections the 5 “BUT WAS | SURPRISED! 6 My hands were clean. My 


same way and expected the clothes were clean. My desk 


same mess was clean. No smudge, no 


smear, no stain 


AB DICK 


DUPLICATING PRODUCTS 
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... the big difference between 
Azograph and spirit duplicating 


—and here’s why Azograph cleanliness 
saves money — saves time 


Maintenance costs drop because furniture and equipment 
do not require constant cleaning. The expense of special soaps 
and smocks is eliminated. 

There is no need for frequent wash-ups. 

In addition, Azograph cleanliness provides you with neat, 
easy-reading, smudge-free copies. 

Both hand-operated and electric Azograph duplicators 
are available including system-engineered models. 
For more information simply mail the 
coupon or call the A. B. Dick Company 
distributor listed under Duplicating 
Machines in the classified section 
of your phone book. 


A. B. DICK Company, Dept. O-117 
Please send me 5700 West Touhy Avenue, Chicago 31, Illinois 
more information 
about Azograph, 
the ‘‘no smear, no - Niaiei 
smudge, no stain’ 


duplicating process. Position 


Company 





Address 


—-~----------4 


City Zone 
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in some cases in assuring complete 
continuity of records or supporting the 
loss of certain documents. 
PROCEDURE MANUALS. Since a 
complete inventory includes all records, 
manuals covering management and 
operating reports, written as well as 
tabulated, 


able. Many reports are poorly identified 


should be secured if avail- 
and become a jumble of meaningless 
numbers. tabulated 


reports are often dropped through re- 


The titles on some 


peated use of report numbers. Manuals 
are usually the key to report titles and 
distribution. 

A different set of 
sheets should be 


inventory work« 


used for the office 
areas as against the storage areas. The 
same techniques apply in taking office, 
inventory as in the warehouse. In office 


areas there are more people, and ques- 


for all your presentation reeds... 


ARLINGTON 5S WAY 


tions should be asked as the need arises. 
It may be helpful at the completion of 
the inventory for a particular office to 
sit down with the person in charge of 
the the items 
listed. ascertain whether or 
not the titles conform to office usage 
and will determine whether 
rials have been covered. This latter ap- 


files and review various 


This will 
all mate- 


proach should be used only for those 
offices which present particular prob- 
lems. The constant program 
selling should not be overlooked. At 
the same time it should not be allowed 


need for 


to interfere witn the program schedule. 

Office progress 
more rapidly since materials are better 
classified. Proper scheduling is essential, 


inventory should 


as Well as concentration of action. The 
should make 
certain to complete an entire inventory 


person taking inventory 


PRESENTATION EASEL 


Pep up your presentations with this modern lightweight aluminum easel. 


Rigid — it is supported by four legs, will not wobble 
Portable — it folds down to 29” x 40 
to get lost 

Arlington's Easel 1s 72 
15 Ibs 


weigh: Perfect for 


@ Paper Pad Presentations 
@ Flip Chart Presentations 
@ Point-of-Purchase Posters 


$4250 


high and features a chalkboord 29 


x 2” with no screws or attachments 


x 40” 


@ Blackboard Chalktalks 
@ Card Chart Speeches 


Complete with quick-change pad holder 


Order today — free literature available. 


ARLINGTON ALUMINUM CO. 


19007 DAVISON ° 


DETROIT 23, MICHIGAN 
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PS Think Session 


“‘Here’s why we include Standard Register at Dow Chemical,” says W. F. Stumpric, 
MANAGER, OFFICE SERVICES, THE Dow CHEMICAL Co., MIDLAND, MICHIGAN. 


“In 1956 we started a company-wide team 
approach to paperwork problems. . . and 
one of our first decisions was to include 
Standard Register in many of our think ses- 
sions. Standard has helped us since 1946 
when we first began wire transmission of 
orders, so we knew the type of forward- 
looking practical guidance we would receive. 
Their technical know-how is a valuable con- 
tribution to our constant development of 
integrated data processing.”’ 

Yes, Standard Register’s sales represent- 
atives can be a great help to firms working 
on Paperwork Simplification projects. Our 
unusual experience working with over 90% 
of major United States companies, added to 


Standard Register 


BUSINESS FORMS 


© Paperwork Simplification 


that of your company staff, produces a com- 
bination that keeps your paperwork efficient 
and up-to-date. 

We invite you to make Standard Register 
a member of your PS team. Supplement 
your activities with the skill and experience 
of the nation’s recognized authorities on the 
many aspects of paperwork procedures. 


VALUABLE DATA FREE 


Read the complete details of the newest and 
most interesting paperwork systems cur- 
rently being installed by United States busi- 
ness. Ask to receive copies of Standard’s 
authoritative publications on Paperwork 
Simplification science. Write today. 


THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF. 
Sales and Service Offices in Principal Cities 
Plants at Dayton; Oakland and Glendale, Calif.; York, Pa 
and Fayetteville, Ark 


ASSOCIATES .. Crain Limited, Ottawa, Ontario, Canada « W.H. Smith & Son 
Alacra) Ltd., London, Engl * Gemah Formas Continuas, Caracas, Venezuela 
¢ Impresora Ariel, S. A., Havana, Cuba + Sten Dahlander, Stockholm, Sweden. 
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NOW YOU CAN MAKE 
























































There are no costly delays check- 
ing proofs, waiting for deliveries of 
rubber stamps or printing plates 
when you own an EVA-PRESS 
Anyone can easily operate it by 
following the simple step-by-step 
instructions. 

PERFECT impressions for every type of 
office printing . . . forms, postcards, busi- 
ness reply envelopes, address stickers, etc. 
MAKES up to 4’ x 6” rubber plates and 
stamps cleanly, quickly, economically. 
PLUGS INTO 110 volts ordinary AC light 
socket . . . also available for DC current. 
TAKES UP less than two square feet on 
floor, table, or bench area. 


UNCONDITIONALLY GUARANTEED! 
Complete Presses From $200.00 





































































































Please send details of 60 DAY 


FREE TRIAL OFFER 


your 


Name 





Address 





City State 


—— a a a aes oe oes oor oe of 
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before starting a new location. In an 
attempt to enlarge the scope of cover- 
age, a survey team might start several 


offices and return at a later time to com- 
plete them. This may result in errors, 
as well as a lack of confidence, by office 
personnel, in the program. 

Upon completion of the physical in- 
ventory, all inventory forms should be 
consolidated: (1) by department; (2) by 
records. Under each function you will 
have an alphabetical list of all records 
originating, filed and processed by that 
department as well as a complete cov- 
erage of the records, from the date they 
were first stored up to the active records 
on file in the office. 

Consolidation of records is simplified 
by a good inventory. The best inventory 
is taken the number of 
people. When too many people do it, 


by smallest 
records may be classified under several 
different titles, which may tend to slow 
the consolidation period. However, de- 
scriptive comments will prove helpful 
in proper ‘matching of records cate- 
gories. As 
cubic content should be totaled and re- 


records are consolidated, 
corded on each inventory worksheet. A 
special space may be provided for this 
purpose or it may be recorded on the 
These statistics serve 
this of the 


form and circled. 
several purposes at 
program: 


stage 


1. Recording progress to the person 
or committee heading the program. 

2. Volume of records inventory in 
dicates the completion of a major po: 
tion of the program. 

3. It provides an additional selling 
point in clearance discussions. The v 
ume of records that are maintained b\ 
the company as a whole, and by the 
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now | 

every business* 
Can use cost-saving 
“procedural 
microfilming” . 
with the 


¥ 
IT) 


i") 

LLL LL 
we 

My 

i 


VA 
10008 
alt 
iT 


The Only Microfilm Camera Specifically Designed for Procedural Microfilming! 


MOTORIZED + PORTABLE + Costs No More Than A Fine Electric Typewriter! 


* Send today for actual applications show- 

ing how your business can save money 

with the FLOFILM 9600 portable microfilm Procedyr | 
camera, and free copies of "An Introduc- ge q 

tion to Microfilm’ and “Manual of Pro- Mcrofilming 
cedural Microfilming”. ae 
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heck literature desired—clip coupon to letterhead and mail today! 


PLEASE SEND THE FOLLOWING: 


[_] An Introduction to Microfilming [_] Manual of “Procedural Microfilming” 


Credit Unions Publishing - Printing 


Please send me case histories of the following: CJ 
(_] Doctors ] Radio & TV Stations 
{) 
5 





[_] Accounting Use [| Loan Companies 


C) 
Dry Cleaners [-] Railroads 
| Appliance Dealers Manufacturers 7 


Dry Goods | Retail Stores 


C 
1 
l 
| 
I 
I 
i 
l 
{| (© Auditors } Oil & Gas Companies Retailers | Schools 
| _| Automobile Clubs Breweries (_] Fuel Dealers Stock Exchange 
| Banks | Cemeteries (_} Furniture Stores Firms 
j Bookmobiles (_} Certified Public | Hospitals Supermarkets 
» C Jewelry Stores Accountants | Hotels Telephone 
_} Laundries (_} City and State | Insurance Companies 
i (_} Libraries () Colleges Companies () Utilities 
I | Phone Companies [| Wholesale Liquor 
I 
I 
I 
I 


* "] Power Companies _—Dealers 


Company 
INCORPOR AT E D Dept. 76 


Flofilm Division ¢ Norwalk, Conn. Address 
Sales and Service Offices in All Principal Cities Cit 








eee eeeee cesses 


COOTER HEHE EE EES EE EEE EEEEE OEEe 


Just 
off the 


New 252 -page Office 
Guide of modern equip- 
ment and its efficient use. 


FREE to Purchasing and 
Office Executives when 
requested on letterhead. 


HAW-WALKER 


MUSKEGON 29, MICHIGAN 


Branches and Dealers in 458 Cities 





department, often comes as a consider- 
able surprise. 

4. It completes the basic statistics to 
be used in the final report of accom 
plishments, and is a time-saving by- 
product of the consolidation phase. 

A liaison person should be selected 
from each department at the outset of 
the inventory. This person is usually 
selected because he has handled the 
record situation in the past, or because 
he is familiar with the current program. 
Inventory consolidation will invariably 
result in groups of records which you 
think are purchasing, accounting, manu- 
facturing, etc., but which do not have 
an office counterpart. A short session 
with the liaison people will help clarify 
many items. Other records may require 
several clearance sessions with various 
departments. These questionable items 
require a good portion of business skill 
and organization background on the 
part of the records manager and in- 
ventory staff. In this respect, internal 
programming has a distinct edge over 
external programming. 

With the completion of the inven- 
tory, a records survey is well on its way. 
The materials presented in this article 
are not meant to solve the involved 
process of records inventory but they 
are well worth considering. A records 
inventory, as complete and as carefully 
taken as it might be, cannot be infal- 
lible. When you use the inventory for 
records destruction, be sure to check 
carefully the records’ location and cate- 
gories involved. The initial destruction 
is usually the largest and must be care- 
fully controlled. Complete follow 
through by the same persons who con- 
ducted the inventory will prove helpful. 
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Appearance Always Counts 


Whether your office is at the North Pole or Main 
Street, U.S.A., the appearance of your business 
letters counts a-plenty. That’s why appearance-con- 
scious secretaries everywhere insist upon Columbia 
Ribbons and Carbons to create that correct impres- 
sion their office correspondence must have. Columbia 
Ribbon and Carbon Manufacturing Co., Inc., 
Glen Cove, N. Y. 


RIBBONS & CARBONS 


CLASSIC ¢ SILK GAUZE * MARATHON # COMMANDER 
PINNACLE RAINBOW DH&D ° TITAN 
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Unfinished Jobs 


B. W. ELSOM, Former Director 
of Employee Services, 
Boston Store, Milwaukee 


OST OF US carry around in our 

heads quite an assortment of un- 
finished jobs—things we intend to get 
at “just as soon as we have a few min- 
utes spare time.” 

We are planning to clean up that 
pile of junk over there behind the stair- 
way, we intend to have a good talk 
with the supervisor of the statistical de- 
partment to iron out some kinks that 
have developed, we want to work out 
a handy filing system for the papers we 
have to keep at our desk. 

As busy days come and go in rapid 
succession, we think of these unfinished 


CONVENIENCE Phd... 
with these top-quality 
 Waldon Roberts Erananr 


FOR ERASING BALL POINT 
INK & LEAD 
138 BALL POINT. 


New formula 
GREEN RUBBER, 
particularly developed 


FOR PENCIL ERASING 
& CLEANING 
NO. 448 GREEN GLOW. 
Fine SOFT GREEN RUBBER. 
Also ideal for art and 
drafting use. 


NO. 


jobs every now and then, and resolve 
to get at them tomorrow. Every time 
you think about such a job, and don’t 
do the job, waste motion. 
Carrying a load of such unfinished jobs 
around in your head just clutters things 
up and increases your fatigue. 

Don't load. 
[here is a simple three-step formula 
for clearing away the items of unfinish- 
ed business. If you keep this formula 
you will get through 
day’s work with less fatigue. Here are 
the three steps: 

1. Decide what is to be done. 

2. Decide who is to do it. 

3. See that it is done. 

One executive has an unfailing for- 
mula for getting things done today. He 
says, “I pretend to myself that I am 
going on my vacation tomorrow.” 


SPIRAL-PAPER WRAPPED 

FOR QUICK, EASY, 
“PULL-STRING" POINTING 
Convenient pencil length and_ balance. 


Rubber stays fresh, protected by its paper 
wrapping. Save your office workers’ time 


represents 


carry an unnecessary 


working, your 


by providing your organization with these versatile, 
all-quality Weldon Roberts Erasers. 


ORDER TODAY FROM YOUR STATIONER! 





FOR ERASING INK, 
TYPING, BUSINESS 
MACHINE WRITING 


NO, 378 GRAYPOINT. 
Business-like GRAY RUBBER 


| dozen erasers to the box. 6 boxes per '/2 gross carton. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave. 


World's Foremost Eraser Specialists 


Newark 7, N. J. 


Correct Mistakes in Any Language 


wegen nett: 04 
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Now Available for Immediate 


Delivery! 


the world famous LUMO- 


OFFICE COPIER 


COPIES 
ANYTHING 


> ER FECTLY. « « WITH ORIGINAL-QUALITY FIDELITY 


The Lumoprint offers a new first in 
photocopy performance . . . True Fidelity 
Reproduction! Ruggedly built to the most 
precise specifications, Lumoprint’s hyper- 
sensitive “inner-eye” picks up and holds 
even the slightest hairline stroke .. . 
faithfully reproduces anything that’s 
typed, written, drawn, ‘stat-ed“or stamped 
in any color—ink, crayon or pencil— 
under any light conditions. Guarantees 
perfect register—no blur, no fuzz, no 
waves—even on thick books and maga- 
zines. 

Besides the usual ways you can use a 
good photocopier profitably, you'll find 


FREE! 
PHOTOCOPY 
FACT SHEET 


answers ‘‘The 11 Most Im- 
portont Questions about 


Gentlemen: 


Copier. 
Name_ a 


Send free booklet that answers 
About Photocopy Machines'’ 


that the Lumoprint offers extended ap- 
plications to further simplify the many 
facets of office management. For in- 
stance, you can use a Lumoprint to make 
positives or negatives .. . films for off- 
set plates .. . legal copies ... yes, even 
COLOR SLIDES! Other machines may 
handle two or three different kinds of 
work ... but the Lumoprint is the only 
photocopier that will copy anything! Yet 
the Lumoprint is so free of complicated 
controls that it requires no more than a 
few minutes instruction for a first time 
user to turn out true-fidelity copies... 
in seconds! 


KwikKopy Company, Dept. O-11 
608 South Dearborn Street, Chicago 5, Illincis 


‘The 11 Most Important Questions 
. plus details on the Lumoprint Office 





Photocopy Machines.’ Soave 


hundreds of dollors. Mail Company_____ 





coupon for your free copy 
Address__ 





today—before you buy ony 
photocopy machine 





DEALERS: A few Select Franchises Still Available. Write for information. 
For More Information Circle No. 204 


THe Orrice—November, 1957 





HUMAN UNDERSTANDING IN INDUS- 
TRY by Dr. William C. Menninger & Dr. 
Harry Levinson. Science Research Asso- 
ciates, 57 W. Grand Ave., Chicago 10, 
112 pp., $2.25. 

To enable the supervisor to understand 
himself and his employees better, this ma- 
terial is organized for supervisor training 
courses. Profusely illustrated, the hand- 
book uses factual material to bring out its 
points. Here are typical personality types 
found in every plant and office: the quiet, 
efficient, but withdrawn worker; the excuse 
maker, the accident prone, the complainer, 
the buck passer. A supervisor may have 


all of these types in one group and must 
know how to deal with each type and each 
situation. (A quantity price is offered and 
there is a Leader’s Guide.) 


ESTABLISHING AND OPERATING A 
BOOKKEEPING AND ACCOUNTING 
SERVICE. Government Printing Office, 
Washington 25, D. C., 43 pp., 20c. 

Details the necessary steps to be con- 
sidered in establishing and operating this 
type of business. Ask for Catalog No. 
C 41.14:B 64. 


FOUNDATION FOR EFFECTIVE AUDIO- 
VISUAL PROJECTION. Sales Service 
Div., Eastman Kodak Co., Rochester 4, 
N. Y., 20 pp., Free. 

Effective showing of movies, slides and 
slide films depends much upon the thor- 
oughness of preparation and the smooth- 
ness of presentation. This has many help- 
ful suggestions to anyone who puts on 
slide or film presentations. Included are 
sections on room facilities, seating plan, 
screen size and type, loudspeaker location, 
projector location, image brightness and 





The ROL-RACK 


with FIVE FEET of Shelf Space! 
A few of the thousands of users of the 
ROL-RACK 
Abbott Laboratories 
Bethlehem Stee! Co. Champion Spark Plug Co. 
States of Alabama, Delaware, Kentucky, 
Ohio, Oregon 
Conn. Mutual Life sso Standard Oil 
Fairchild General Motors 
Continental Assurance Company 
American Law Book Co. N.Y. City Bor Asso. 
Telephone Companies Transamerica Corp. 
United Aircraft U Govt. 


Universities of Arkansas, California, Tulane, 
Rutgers, Tennessee 


Sturdy and Durable 

Made of choice selected 1/4” hardwood. Slop- 
ing shelves angled for title reading, doweled 
and boited to insure durability. Side-riveted 
swivel casters by Bassick with resilient rub- 
ber tires which roll smoothly with a full load. 


Dimensions: 32" long, 13°" deep, 31" high 
14" between shelves 


Satin Walnut Finish or Natural wood Finish. 
Manufactured to sell for $69.50, mass produc- 
tion makes possible this LOW, LOW price of 


2 West 45th St., New York 36, N. Y. 





CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 
Publishers of The Book of Knowledge 
Attractive Dealer Franchises Available 


F.0.B. Factory 
Stamford 
Weight 


49 Lbs. 
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CARBON PAPER 
RIBBONS 


— Teall Themeelses 


CARTER’S 
“Tag-Along Tip” 


Just press Carter's self-adhering “Tag-Along Tip” to 
the end your old ribbon, pull through the machine 
guides and start typing! 


MORE MAGIC! “Type-Over" End Marker 
Built-in red end-warning tells exactly when to change 

ribbon. You can type right over it and your letters 

never show it! 


STILL. MORE! Exclusive Top-Opening Desk Box 
The space-saver 6 pack that opens at the top for easy ribbon removal! 
And, of course, Carter’s new Ribbons are 


e Precision Trimmed... e Precision Coated... 
no snags, no breaks! typing rivals printing! 


qVP, FREE FULL-LENGTH RIBBON FOR 

' YOUR OWN OFFICE TEST! 

Just write Carter's, Dept. B, Cambridge 

42, Mass., on your company letterhead. 

Since 1858 specialists in Fine products for Office, School, Home 


Specify brand name and model name 
and Industry: Carbon Papers; Typewriter Ribbons; Adhesives; P Y 


Stamp Pads and Inks; Duplicator Supplies; Writing, Drawing and (or number) of machine and width of 
Indelible Inks; Eradicators; Artist Colors; Marking Devices and Inks. ribbon if IBM. FREE ribbon —no 
THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASS. obligation. 
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PUNCHED CARD 
ECONOMY 
VERSATILITY 





ADDRESS DIRECTLY 
from PUNCHED CARDS 
to a Wide Range of Material 


Scriptomatic addresses from easily 
prepared CARD masters (IBM, 
Remington-Rand, Samas or ledger 
or index cards) directly to Tape, 
Envelopes, Wrappers or Book- 
lets on one machine. Models 
for every addressing or data 
writing problem. 
Write for File, 
“Scriptomatic Methods” 


SCRIPTOMATIC, Inc. 
306 North lth Street, Phila. 7, Pa. 


8-701R 
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projector distance. Also a data section 
on the lumen output of Eastman Kodak 
projectors. 


WORK SAMPLING by Ralph M. Barnes. 
John Wiley & Sons, 440 Fourth Ave., New 
York 16, 322 pp., $7.95. 

Explains this simple and effective way 
| to measure working and nonworking time 
of office and factory people employed on 
indirect activities. Dr. Barnes gives in- 
structions on how to make a work samp- 
ling study, presents results of research in 
the field and examples of work sampling’s 
applications. 


1,687 REASONS WHY. American Standards 
Assn., 70 East 45th St., New York 17, 32 
pp., Free. 

It would cost an individual company 
perhaps $500,000 to develop two standards 
that it can buy from American Standards 
Assn. for $4.50. These are two of the 
1687 reasons why it pays industry to in- 
vest more in American Standards, as told 
in this booklet. 


HOW TO RUN BETTER MEETINGS by 
Edward J. Hegarty. McGraw-Hill, 330 
West 42nd St., New York 36, 300 pp., 
$4.95. 

How to run lively, effective meetings 
for businesses, civic functions, testimonials, 
churches and clubs. How to arrange the 
meeting room, get guest speakers and keep 
them happy, handle disturbances, keep 
the meeting moving, use audio-visual aids 
etc. 


TAX FRAUD: WHAT THE PRACTI- 
TIONER NEEDS TO KNOW TO PRO- 
TECT HIS CLIENT edited by Harry 
Graham Balter. Journal of Taxation, 147 
East 50th St., New York 22, 96 pp., $2.95. 
Primarily for those who have had 

limited experience with tax fraud and 

| negligence cases. The four chapters cover: 
dealing with the agent and looking for 
evidence; the taxpayer’s defense against 
the dangerous weapon, net worth; hazards 
faced by the accountant in fraud cases; and 
| corporate frauds. 
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COLLAMATIC 





LAUTOMATIC PRODUCTION CONTROL . 
RATING INSTRUCTIONS = Fen. 


ers AUTOMANCALLY 
DITAME ROME 9 TO vo 


q i ir Introducing changes so 
A New Kind of 7 S29 complete, so total, so 


Q0 00 : revolutionary-suddenly 
i Meg oll other collators seem 
ecthic Co ator old-fashioned. 

*APC MEANS AUTOMA IC CTION CONTROL 
AUTOMATIC PRODUCTION of eackgef. No footswitch to tap, no 
pedal to push, each set is produced automatically. 

PRODUCTION CONTROL. Set the AP C* control at any speed from 
5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 

Write today for information on this most revolutionary change in Collators since 


Collamatic introduced the Electric Collator in 1955. 


*Trademark 





MODELS AVAILABLE Please send literature: 
8-10-12-14-16-20-24-28-32-40 [] 1958 Model Electric Collator 


bin collators and fully auto- with A P C* 
matic Golden Automatic. [] We are interested in a free survey 
and analysis of our collating 


[] Demonstration Requested 


¢onuetstatoes 


Name 


Route 23, Wayne, New Jersey Address 
City 








MOST COMPLETE LINE OF COLLATING EQUIPMENT IN THE WORLD 


For More Information Circle No. 266 
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MODEL 90 ERF 





ELECTRIC 
REAM FEED 


Sometuinc MAGIC Has Been Avpeo 
to SPIRIT DUPLICATING 


WITH THESE FEATURES: 


¢ Feeds Light Weight Stock ©¢ Positive Fluid Control 
¢ Fingertip Pressure Controls ¢ Fast Master Clamping 


¢ Hairline Registration ¢ Full Ream Capacity 


for HIGH PRODUCTION 
DUPLICATING 


The ability of the Old Town Banda Model 90 ream feed 
machine to consistently produce copy after copy with relative 
ease remains unchallenged by ordinary duplicators. The fast 
master clamping action coupled with full ream capacity 
makes the Model 90 ERF the ideal duplicator where copy 
production requirements are high. Registration is positive 
and accurate. Fluid is minutely controlled and impression 
roller pressures are easily and speedily adjusted to provide 
long master life and consistent copy quality. The Model 90 
is designed for the user with high master usage where copy 
production and copy quality are of paramount importance. 


Ask us about a Banda Model to serve your particular systems 
need. Old Town Banda Duplicators are priced from $650 to 
$4250 (F. O. B. Brooklyn, N. Y.) 


OLD TOWN CORPORATION 


Established 1917 
750 Pacific Street, Brooklyn 38, N. Y. 


World’s Foremost Maker of Carbons, Ribbons, Duplicators and 
Duplicator Supplies 


For More Information Circle No. 234 
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FAST FILING PLUS PROTECTION 


For More Information Circle No. 233 








ONLY SPACEFINDERS give you the speed, convenience, 


and economy of shelf filing in a complete, enclosed unit with 
the dust, dirt and fire protection of drawer files. 















we 


noe 


oe 





MAIL COUPON TODAY > 





AAAS 


AWARARAAAR 





TITETTTTTSTTssssssssssssasa 


yrsvaceetan 





See how girl can instantly read thou- 
sands of side tabs—clearly visible, 
readily accessible. At left, note hand- 
some modern design, neat appearance 
with doors closed. 


occas COIS 
en ee ee 


Find out how Spacefinders pay for 
themselves once a year—by saving 
you time, space and money every day! 


wear 


rrRopnpweaco Tt & co. 





TAB PRODUCTS CO. 
995 Market Street, San Francisco 3 


At no obligation, send 24 pp. Spacefinder brochure 
EE Cite Beciivinwietam 

POSITION 

COMPANY 


ADDRESS 











for 100% 
filing efficiency 


DIV-I-DEX 
ADDS ONE 


MORE 
DRAWER 


10 EVERY FOUR 


Subtracts The ‘‘Headaches’’ From Your Filing Department! 


With a DIV-I-DEX installation, there is no added 
expense — no new equipment — no special folders. 
Folders stand erect allowing more room per drawer. 
Index tabs remain visible for easy finding, quick 
removal, rapid replacement. Seconds saved at the 
file means dollars at the executive desk. Congested 
drawers are eliminated with the DIV-I-DEX ‘‘drop 
in” method of filing. DIV-I-DEX gives you four 
times capacity over bulky hanging type folders and 
at 14 the cost. In actual space saved, four drawers 
will get you five! 


A CEL-U-DEX PRODUCT 


At your stationer or write for circular 





CEL-U-DEX CORPORATION 


NEW WINDSOR,NEW YORK 


For More Information Circle No. 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Pe cee 


Flick Up to Multiply Center to Add, Subtract 


VICTOR “iris CALCU LATOR 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 


A printed tape, with a true symbol, identifies 
figures entered and operation performed. See 
the unique Victor Calculator today. Con- 
venient terms. See ‘‘V’”’ for Victor in the 
adding machine section of the Yellow Pages. 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
Victor-McCaskey, Ltd., Galt, Ontario 
Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electsi-Cars. Lacity Zone ——State ——_ 


"Victor Adding Machine Co., Dept. O-! 157 
Chicago 18, Illinois 


Send me complete new brochure on Victor 
Automatic Calculator. 


Name 








Address. a 





Se et 





i 

I 

| 

| 

Company Name | 
| 

| 

at 


For More Information Circle No. 224 


THe Orrice—November, 1957. 





SMEAD FILE GUIDES and FOLDERS 
for OPEN SHELF FILING 


Designed to fit various types of open filing units. Available with terminal 
digit, straight numeric, alphabetical, or any special indexing. 





HALF HEIGHT GUIDES 








pen 
SINGLE OR DOUBLE FACED METAL TABS — 
ae FIVE SIZES—STRAIGHT OR ANGLE. INSERT- 
ABLE CELLULOID TABS ALSO AVAILABLE. 


rs 





“AND STYLES OF 











THE BEST OUT GUIDE 
FOR OPEN SHELF 
FILING 








END TABBED 
FOLDERS 





arg tr 
_ file guides are made of the finest gray 
: cate a 9 tabs ore precision 
eS ed. 











STRAIGHT 
OR 
Smead makes America’s most complete 2/5 RIGHT-HAND 


line of file folders and index guides. oo 





AVAILABLE FROM DEALERS EVERYWHERE. 





VOUT uma 


THE Smead ui MANUFACTURING CO 
HASTINGS, MINNESOTA LOGAN, OHIO . 


For More Information Circle No. 199 
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NOW-INSTANT COPIES 
FROM BIGGER ORIGINALS 


twice as fast 
as other 


photocopiers 
the new 


CORMAC 
CORONET 


y | takes copy up to 18° wide by any length 


The Cormac Coronet is the only high-speed 
photocopier with 1834 inch throat—full news- 
paper width plus 334” to spare for easier han- 
dling. And on length . . no limit whatsoever. 

Takes smaller sizes, too—up to 2500 standard 
8%” x 11” originals in one eight-hour day. 

WwW ith Cormac’s micro-dial control, anyone can 
produce instant, quality copies with everything 
you can see on the original in sharp detail. 


Built with the same precision and styling that 
have won acclaim for other Cormac models 
everywhere. Carries the same lifetime guaranty. 
For a free demonstration in your office mail 
coupon today. No obligation, of course. 


CORMAC 


PHOTOCOPY CORPORATION 
80 Fifth Ave., New York 11,N.Y. ORegon 5-9310 


eT 


e Engineered for High-Speed Copying in 
Volume 


e@ Operates Under Any Light Conditions 


Other Models, Including the Nation- 
ally Famous Corvette, From $189. 


Ce ee ee eee ee eee ee ee ee oy 


CORMAC PHOTOCOPY a + or Sa a pt. 65 
80 Fifth Avenue, New York 11, N. 


I would like to see the Cormac ciibe per- 
form in my office on my own work. Please 
have the nearest Cormac dealer contact me 
to arrange for a demonstration at my con- 
venience 
Name 


Company 
Address 


City retire State 


1 
i 
' 
1 
1 
! 
ne 
| 
! 
1 
=) 


Le ee ee ee ee ee ee ee ee 
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1—matchless Swedish craftmanship, 
modern design, precision engineering 
2—calculator performance at adding 
machine cost with exclusive step-o-matic 
3—world’s smoothest action for quiet, 
lightning fast, error proof operation 
Add the new blue-gray and streamlined 
case with built-in carriage—and you 
have the world’s best buy in adding 
machines today:—the ‘‘addo-x”’ 

Enjoy a life-time of dependability, effi- 
ciency and real economy with “addo-x”. 
Nation-wide ‘‘addo-x’” dealers are as 
near as the Yellow Pages.—Ask for 
free demonstration in your office or clip 
this ad to your letterhead and mail it 
today for further information to: 

“‘addo-x inc” —300 Park Avenue, NY 22 


For More Information Circle No. 249 
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Adler ‘Universal’ typewriters have won 


x © recognition throughout the world as a 

nN \ # 2 4 & ri masterpiece of custom-made precision 
4 a ~ engineering, reflecting Adler's more 

than 65 years of typewriter experience. 


Truly amazing features such as inter- 
changeable carriages, paper injector, 
decimal tabulator and 8 extra charac- 
ters, plus a beautiful appearance and 
a life-time of absolute dependability 
—all this makes the Adler “Universal” 
the world’s best typewriter buy today. 


Ask your local dealer for a demonstra- 
tion or clip this ad to your letterhead 
and mail today for more information to: 
“addo-x inc’’—300 Park Avenue, NY 22 


o West European 
quolity product 


For More Information Circle No. 189 
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in offices everywhere, the 


evidence is overwhelmingly FOR Tiffany Stands 


Whether it’s safety for expensive office ma- 
chines, low cost per-year-of-service, or im- 
proved efficiency of office workers... the 
verdict by jury (management and office 
workers) is for Tiffany Stands every time. 


Strong, portable all-steel solid construction that lasts 
for years, eliminates fatiguing vibrations; nerve- 
racking machine clatter escapes through the 4-cup 
Open top, away from the operator. Smooth edges 
prevent scratches and snagged hose. Choice of 5 
popular office colors. 





MODEL 5000 
MODEL 3000 
2” casters retract with posi- 
The popular-priced stand with tive action; metal castings 
the same features as Model anchor stand firmly in 
5000, except without retracting place; large drop leaf at- 
device. 244” rubber casters taches to either side. With 
have metal brakes on 2 front : 2 drop leaves — Model 5002. 
legs. 





With 14” sq. pan top— 
Model 5500. 


Sold through better dealers everywhere. ' Also available 3512” high 
For further information, write Dept. 0 for stand-up work. 


wy TIFFANY STAND CO. Sou’: nc. 


For More Information Circle No. 194 
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MAKERS OF THE WORLD FAMOUS 
PATENTED ‘“*STA-CLEAN’™ METALLIC 
PROTECTIVE-COATED MASTER UNITS 


U. 8S. PAT. 2,671,734 


A reputation can not be bought. It must be 


earned. 


We have earned ours by strict adherence 


to these rules: 


¢ Set one standard, but set it HIGH 
¢ Serve one trade, but serve it WELL 
¢ Make one product, but make it BEST 


SPECIALIZING IN MASTER UNITS 
SPIRIT & HECTOGRAPH CARBON PAPERS 


SUPPLIERS TO DUPLICATING SPECIALISTS EVERYWHERE 


( WE RIBBON AND CARBON MEG. CO., INC. 
: GENERAL OFFICES AND FACTORY 
HARRISON, NEW JERSEY, U.S.A. 











For More Information Circle No. 276 
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“We're wasting plenty of 





hand 


money with old-fashioned 


collating methods.” 





“The way | figure it. 


its costing us 


5 times more 





than it ghould!” 





"Take my advice... 
get all the facts about a 





Thomas Collator today!” 





Costly time, wasted effort, unnecessary 
fatigue and lowered morale go hand 
in hand with hand gathering bulletins, 
price lists, reports and other dupli- 
cated sheets into sets . . . not to men- 
tion the hundreds—even thousands of 
dollars wasted because of this old 
fashion method. 

With the new, improved Thomas 
Collator you eliminate this needless 
waste of time and dollars, perk up 
morale and get rush jobs out . 


é ) 


A 50 Church Street 
& 


( R) 


without rushing. It is simple to 
operate, there are virtually no main- 
tenance problems and the investment 
is unusually low (in some cases, less 
than the average typewriter). 


Thomas Collators are available either 
pedal or electrically operated—in a 
wide variety of capacities to meet 
your particular requirements. Send 
today for complete descriptive 
information. 


| oon 


wc. 
Dept. B 


New York 7, N. Y. 


More In Use Than All Other Makes Combined 


For More Information Circle No. 246 
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Brown & Bigelow’s New Mailroom 


The consolidated mailing bureau of Brown 
& Bigelow, St. Paul, Minn., does the 
equivalent of 12 First Class Government 
Post Offices or over $500,000 in annual 
postal disbursements. Within its 25,000 
sq. ft. area, it has five Pitney-Bowes 


postage meter machines and nearly 100 
persons at peak periods. There is more 
than 90,000 cu. ft. of steel shelving storage 
space for future programmed mailings of 
Brown & Bigelow clients. (See photos on 
pages 45, 46, 47.) 


Parr Bloom (center), Brown & Bigelow’s director of traffic and mailing, in a section 
of their new mailroom. Sorters in foreground are by SorterGraf Co. 
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Brown & Bigelow addresses more than 40,000 pieces 
Addressing Machines. 


Addressing .maga- 
zines on an Ad- 
dressograph. The 
Arrow Conveyor 
(at left) is made 
by Skarnes Engin- 
eering Supply Co., 
Minneapolis. 
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Some of the 11,000 
packages which 
Brown & Bigelow 
mails each month 
to say “Happy 
Birthday” for cli- 
ents of this service. 


Clarence Berg, 
Brown & Bigelow’s 
assistant manager 
of customer mail- 
ing, with some of 
the 75 sacks in a 
single day’s mail- 
ing. Next month 
the daily average 
jumps to 150 sacks. 





Steel shelving, by 
DeLuxe Metal 
Furniture Co., 
holds materials for 
future mailings. 








Pedal Duplicators Increase Systems Output 


By changing from a stand-up to a sit- a year saved on supplies with the more 
down operation, Associates Investment Co., efficient equipment, according to J. P. 
South Bend, Ind., auto finance company, Decker, assistant controller. Ten to 15 
increased systems duplicating output 20%. records, including translucent and card 
Operator turnover was reduced and $3700 forms, are used on every transaction. 


From looking at 
the discount sheet, 
Barbara Lehner is 
able to select the 
eight or nine forms 
used for each ac- 
count, from some 
130 that are used 
by the company. 


Marilyn Snider 
types a mimeo- 
graph stencil used 
to produce all the 
forms except the 
account payment 
book. About 20 
stencil typists are 
employed. (See 
next page.) 
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Girls have increased work output 20% with A. B. Dick Model 436 pedal systems mimeo- 
graphs which can be operated while sitting down. They now average 440 to 450 
record sets a day, compared with 370 on old equipment which was operated from a 
standing position. 


Herbert Beckman, 

billing unit super- 

visor, inspects the 

work done in his 

unit one slow sum- S 

mer day. During =o" 
the peak of the Bas OER. 
automobile buying itMatee 
season, work is in- t Fe 
creased by a third 

with very little 

strain on the mime- 

ograph operators 

at Associates In- 

vestment Co. 
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Exterior view showing sign which extends 
along entire mezzanine wall. 


The floor is light 
rose Swedish Kosta 
glass tile and it 
continues outside 
the entrance of the 
building. (See op- 
posite page.) 


50 


New Addo-x Building 


Last month, a striking new building was 
opened by Addo-x, Inc., in New York. 
The firm, of which N. Gosta Arnheim is 
president, is one of three U. S. sales sub- 
sidiaries of Addo Machine Co. (headed 
by George Agrell), American subsidiary of 
AB Addo of Sweden. Although established 
in this country after World War II, sales 
here are now in the neighborhood of $5 
million. The building was designed by 
Swedish architect Hans Lindblom and his 
associate, Oscar Nitchke. 




















Passers-by get a complete interior view 
of the new Addo-x building’s showroom. 
Machines on display appear to be floating 
in air. In addition to Addo-x adding, 
bookkeeping and calculating machines; 
there are Adler typewriters and Roneo 
duplicators. 
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Doris Day and John Raitt with the Dicta- 
phone Time-Master Dictating Machine 
which is used in the Warner Bros. motion 
picture, “Pajama Game.” Raitt uses the 
machine to sing a duet with himself. 


sd 


Michael R. Notaro, (right), president, 
Statistical Tabulating Corp., Dean Gardner, 
vice president and Chicago manager, and 
the IBM 650 electronic data processor in 
their Chicago office. 


a ‘ Jw. ——_ 
This photo shows some of the many Plus Simplex and Duplex Electric Calculators in 
the new A. C. Nielsen offices in Fond du Lac, Wis. Plus machines are distributed by 
Control Systems, Inc. 





THERE’S NO OTHER WAY!!! 







Everyone asks ... Is there any 
other way? Is there any other 
process by which we can make 
sermanent photocopies of any- 
thing; typed, written, printed, 
drawn or photographed .. . in 
any ink, crayon, carbon or non- 
carbon base material ... in any 
color, from any paper in any 
color? From one or two-sided 
originals, either opaque or trans- 
parent, with maximum definition 
and detail? The answer is... 
rHERE IS NO OTHER WAY! 


FOTOMATE GIVES YOU A PER- 
MANENT COPY... ONE YOU 
WILL NOT HAVE TO KEEP IN A 
REFRIGERATOR! 


REMEMBER .. . there is no 
other way! And no better way 
to make a photocopy than with 
the NEW 1958 ROVICO FOTO- 
MATE. 


Don't just ask for a "COPY" 
... ask for a "FOTOMATE" 


Write for FREE illustrated 
brochure 





ROVICO INCORPORATED 


318 Market St., Newark, New Jersey 
Phone: MArket 3-3353 


For More Information Circle No. 323 


FOTOMATE | 


THE PHOTO 
eofe) di 3: 
THAT COPIES 
ANYTHING 


BETTER! 





Manufactured in Newark, N. J. 


Three Copying Widths 
10", 152" ond 19/3" 
Uses Any Length Paper 


COLORS 
Executive Grey, Imperial Green 
and Regal Blue 


Newest...from Ss 7 


REVOLUTIONARY AUTOMATIC ELECTRIC STAPLER 





VS 4 
Swinglne: 66A staples automatically 


...UpOn paper contact! 


MULTIPLE STAPLING JOBS Fully 


DISAPPEAR LIKE MAGIC with this 
; OMATIC 





amazing new SWINGLINE Automatic 
Electric Stapler. Electric staplers 

are fast... but here’s the fastest of all. 
The SWINGLINE 66A automatically 
staples on paper contact—a perfect 
clinch every time...up to 10 staples per 
second. Safe...sure...and effortless. 
Ask your stationery supplier for a free 
10-day trial in your own office. 


For full information write: , 
including Rubber Gasket at stationers every- 


where. (Foot pedal model available at $44.75") 
= a” ®@ 
INC. LoNG ISLAND city 1, NEW YORK 
aE : 
World’s Largest Manufacturers , a . ; a : = ‘ 
4 # 4 ™ ¥ 
of Staplers for Home and Office - te — . 
"Slightly higher in the West : 34 OFFICE STAPLER z TOT SO" POCKET STAPLER 227 OFFICE STAPLER 


For More Information Circle No. 285 
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The world’s finest completely automatic electric 
pencil sharpener eliminates the 
time-consuming job of cranking outmoded 
hand-type sharpeners. Just insert any 
size wooden pencil and instantly 
the Electro-Pointer gives you 

a perfect point. 


PERFECT POINT 
INSTANTLY 
EVERY TIME 


At your stationers PROVEN FOR 
or write: OVER 14 YEARS 


STILE-CRAFT MANUFACTURERS, INC. 
17825 MACKLIND See e ee ey C8 
For More Information Circle No. 217 
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A.A.A. Adding Machine Company, Inc. 
26-09 Jackson Avenue - Long Island City, N. Y. 


GROBARK & COMPANY 
159 N. Dearborn Street - Chicago 1, Iil. 


TOTAL 
adding listing 


machine 


capacities up to 
12 listing 
13 totaling 


= | ll keyboard 
NUMERIA re be 


capacities 
up to 10 x 11 x 21 


A.A.A. Adding Machine Company, Inc. 
26-09 Jackson Avenue 
Long Island City, N. Y. 


LAGOMARSINO- PAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO avarLasiofin 


For More Information Circle No. 282 
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lustrous wood-grain 
“EXECUTIVE” PLASTIC OFFICE CHAIR MAT 
with dampelotte. Ret matches your modern furniture 


sists alcohol, ciga- 7 . . 
rette burns, etc. Here is the most beautiful chair mat ever designed—the 


Interstate “Executive.” Available in Driftwood Gray, Walnut, 
Desert Tan, or Mist Green wood grains in gleaming plastic 
laminated to extra-thick Presdwood. The striking “Executive” 
is long wearing—an independent laboratory test proved that 
more than two million scuffs and abrasions did little more 
than remove gloss from the tough plastic surface. Low in 
Heavy lamination of cost too. 

wood-grain plastic 
over 5/16” Presd- 


wood. Won't slip— 
won't creep. 





SEND COUPON TODAY ————- 


interstate Metal Products Co., Inc; Dep't G 
INTERSTATE (Office Equipment Division) i” 
666 Lake Shore Drive, Chicago 11, tll. 


Please send me FREE literature and more information about Executive 
plastic chair mats. 


=a 
| 
| 
I 
i 





FREE 


literature & 
office equip- 
ment catalog 


NAME. 





TITLE 





Chairs glide smoothly 
— a 
surface. Not slippery, 
Chip resistant. i. 


COMPANY 





ADDRESS 





(city) (zone) 











For More Information Circle No. 238 
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Liberator 75 


Automatic feed * Hand brush 
inking ¢ Post card to legal size 
$99.50 Tax and counter extra 


Bulletins, office forms, direct mail, 
house organs, catalogs there is 
no limit to the versatility of precision- 
built Speed-0-Print stencil duplicators 
Anyone can produce sharp, clear 
professional-quality copies—from ten 
to ten thousand, and in color, if 
desired—quickly and economically 


Speed-O-Catinet 
Duplicator base and handy util- 


ity cabinet. Top provides over 
5 sq. ft. of working surface 


DeLuxe Sco te 


Illuminated drawing 
board for hand work on 
stencils. Adjustable to 
any position $49.50 


SPEED-O-PRINT STENCIL DUPLICATORS 


SPEED THE WORK 


Simplicity of operation, dependable 
performance, sturdy construction 
long life these are some of the 
extra-value factors that have made 
Speed-0-Print known the world over 
as “The World's Finest Duplicators 

at the World's Lowest Prices.” 


Send today for 

ILLUSTRATED CATALOG 

describing the complete Speed-0-Print 
line of stencil duplicators 

and accessories 


Liberator 50 


CUT COSTS 


Hite Catinel 


Accommodates 400 sten- 
cils or offset plates. Max- 
imum protection, easy 
storage $49.50 


Liberator 100 


Automatic roller release * Any 
weight paper to post card stock 
Automatic brush inking...$149.50 
Tax and counter extra 


Liberator 200 


Electric operation 

Closed cylinder * Two 
speeds °* Up to 6000 
copies per hour * Auto- 
matic brush inking 
$399.50 Tax and counter 
extra 


Viterator 200 


5000 copies per hour * Hairline 
registration * Perfect for multi- 
ple color work $199.50 Tax 
and counter extra 


SPEED-O-PRINT CORPORATION 


1801 W. Larchmont Ave 


in Canada 


Feature-packed Post Card-Menu 


Duplicator . 


. . $4450 plus tax 


Chicago 13, I 


SPEED-O-PRINT (CANADA) LTD. 


641 CRAIG ST WEST 
MONTREAL, QUE., CANADA 


For More Information Circle No. 248 
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The New Customatic Comptometer 
gives you everything you've learned 
to expect from Comptometer— 
plus 3 new features : 


rer 


£ 


CUSTOMATIC 
KEY CONTROL 


operator s 


mply adjusts 
new control to suit her 


own individual touch 


Still There, are all the features that have made COMPTOMETER 
unchallenged wherever fast, accurate, low-cost 
important! 


figure work 


Pinpoint Accuracy — Accuracy Key prevents registration until stroke 
is completed. Insures accurate results 
Easy-to-Read-Answers — Giant-size numerals in tw 


through wide apertures, counterbored to reduce glare 


slors show 
Active Ciphers — All ciphers to the left of answers are eliminated 
Ciphers and numerals in the answer are distinct and easily read 


orm Ai aal— a — ie 


Comptometer COMMANDER — insures 
accuracy in dictation, Life-time ma- 
chine belt saves more than machine 


fie? costs. See for, yourself. Maii coupon. 
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Comptometer COMPTOGRAPH “220M” 
~— with new multiplication key -- more 
features than any other 10-key listing 


,; MORE for the operator 
in new features, beauty 
ease of operation! 
‘ha 


COLOR 


mart, restful Diamond Gray 
scientifically selected for 
eye-ease and good looks 
Blends readily with modern 
office decor 


INSTANT ELECTRIC 
CLEARANCE 

a touch of bar and 
dials are y 


Simplicity of Operation — Direct-Action Keys give lightning answers 
No levers, cranks, or extra erations to slow results 

Molded Key Tops — Finger-tip fashioned 

Cushioned Touch — Built 
fatigue 


n floating action eliminates “finger 


Add up all these feature machine that sets spec 
tacular new standards. You will fully appreciate them only when you 
see the new CUSTOMATIC COMPTOMETER in action. Let us prove 
this in your office FREE 


and you have the 


Comptometer Corporation 
1724 North Paulina Street, Chicago 22, Illinois 
In Canada: Canadian Comptometer, Ltd 
501 Yonge Street, Toronto 5 anada 
Arrange free office trial for me on 
Send me literature on 
Comp eter Adding-Calculating Machine 
Comptometer Commander 
Comptometer Comptograph ‘'220M" 
Name 


' 


Zone State 


tt 





ta. sd 


Ten years of proof... 
THAT COLONIAL QUALITY + THE GOLDEN RULE = CUSTOMER SATISFACTION 


Above you see our humble birthplace, below our fine new plant. 


In between, what you can’t see, is the energy, activity, and 
enthusiasm of all of.us at COLONIAL, that have gone into making 
better duplicating products for YOU. We're proud of our brief 
history, and grateful to have earned your confidence, but we think 
the future will bring even greater rewards both to you and to us. 
For with our improved facilities we expect to do an even better job 
of serving YOU. 


The GOLDEN RULE is our policy, always. You can have com- 
plete confidence in COLONIAL, its name and its products. 


MANUFACTURING EXCLUSIVELY FOR THE WHOLESALE TRADE 


- 
Oolorual carson COMPANY SKOKIE, ILLINOIS 


SPECIALISTS IN SPIRIT MASTER UNITS, SPIRIT CARBON, GELATIN CARBON AND MANY RELATED OUPLICATING SUPPLIES 


Bea % 
oe 23 


oe ii 
us 
ne ee ee 
te 


For More Information Circie No. 193 


Tue Orrice—November, 1957 











rN 
FINER MATERIALS # BETTER PRODUCTS 


DOMESTIC IMPORTED 





Quality materials and supplies for 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 





Moller Products Corp. 


21 WEST STREET — NEW YORK 6, N. Y., U.S.A. 
Telephone HA 


For More Information Circle No. 191 
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The Famous 


ACCO 
PUNCHES 


No’s. 10 and 110 


- 

eo is in fashion! And you'll 
find new eye appeal, new style attrac- 
tion, in these famous Acco products. 
We've dressed the already-most-popu- 
lar Acco Punches #10 and #110 in 
your choice of five colors in addition 
to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative scheme, or identify each punch with 
its proper desk location by selecting from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan). 


Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn’t 
yet secured a color assortment, write 
us his name and we'll see that you are 
supplied. 


ACCOBIND folders ACCO clamps 
ACCOPRESS binders ACCO punches 
PIN-PRONG binders THE ACCOWAY SYSTEM 


(for marginal multiple punched forms) (for filing Blueprints and all large sheets) 


ACCO PRODUCTS. 


A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 226 
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Duplex Electric Model 912 ED/a-(Illustrated) 
features extra ‘Memory’ register, Automatic 
Accumulation, Subtraction and ‘Full Cent’ 
but represents no greater investment 

than other ordinary single 

register machines. 


| |, | J Unrivaled for payroll, 


billing, sales analysis and 
* RAPID ADDERS statistical work. 


- HAND OPERATED CALCULATORS 
~ SIMPLEX ELECTRIC CALCULATORS 


* DUPLEX ELECTRIC 
CALCULATORS Control Systems, Inc. 


PLUS COMPUTING MACHINES DIVISION 


5 Beekman Street, New York 38, N. Y. 
Telephone: REctor 2-0045 
For More Information Circle No. 227 
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SAY E 


Up to 50% 
of Production Costs 
on 
Davidson and 
Multilith 
Duplicator Plates 
with 
RAPID 
PRINTER! 


= 


L 


Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses . . . automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the original and 
only completely enclosed carbon arc 
lamp and vacuum printing frame 
combination. 


° Contact your dealer 
CO mM Da ny, Inc. or write for bulletin 230B 





General Office and Factory: 
824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 
For More Information Circle No. 262 
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easy to operate—easier to sell... 
the new ALL- ELECTRIC 


ADDING MACHINE 


Fingertips literally float over the moulded keys ... everyone who tries 
this sturdy and dependable REGNA becomes a “high speed” operator ... 
everyone who sees it admires the streamlined styling, the legible 
keys and listing, the clear curved window for maximum visibility. REGNA's 
rugged Universal Electrolux Motor does all the work—chases fatigue— 
increases daily employee productivity! 

Swedish steel, Swiss precision counters; 

different capacities from 6 total 7 up; 

fully automatic safety keyboard; rear 

rubber rollers for portability; in 

light grey and ivory. 

Also—low-priced hand 

operated models. 


Gentlemen: 

Please send more information on the new Electric Regna 
Adding Machine and outline edvantages of becoming a Regna 
Dealer. 


| Name 





Montreal, Que., and Business Equipment Machines, 489-R King St. W., Toronto, oa 


Address oo 
IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre Dame St. | 
OUTSIDE CONTINENTAL U. &.: Jorgen S. Lien, Box $07, Bergen, Norway. 


ee ee eee 


For More Information Circle No. 245 
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Til 
leave it 
fo you’ 


How can you expect quality 
reproduction without 
quality rollers 
ond blankets? 


1S 
OLLERS AND BLANKE 


mERCURY-LITH'R machines 


for Multilith printing 


PH ROLLERS 
MERCURY-GRA ating machines 


. lic 
for Multigroph oo —_ 


It just stands to reason that Mercury rollers 
and blankets gives you better results! Their 
coatings are practically: impervious to .swell- 
ing due to ink absorption and. other “ail- 
ments” which ‘ordinary rollers and blankets 
develop. So they deliver superior reproduc- 
tion LONGER. And wait ’til you see how 
much easier they are to wash up! You'll be 
a Mercury fan—for good! 


RAPID ROLLER COMPANY 


Main Office and Factory: Federal at 26th St., Chicago 16, Ill. 
Eastern Sales Office & Warehouse: 218-224 Elizabeth Ave. . Newark 8,N.J. 
For More Information Circle No. 216 
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PLUS FEATURE AIDS! 5 


OLYMPIA offers more. Every worthwhile 
feature for perfect typing is incorporated 
in its precision construction. Judge and 
test these PLUS FEATURES found on 
OLYMPIA 


Lee aa gatas tht) 


¢ Interchangeable carriages 

* Automatic paper injector 

¢ Automatic tabulator clearance 

* Correcting space bar 

¢ Plastic alignment guides 

¢ Paper support and page end 
indicator 

© Vertical half spacing 


OLYMPIA writes best of all... 
because it's built best of all 


OLYMPIA DIVISION 
INTER-CONTINENTAL TRADING CORP. 


90 West Street . New York 6, N. Y. 


For More Information Circle No. 230 
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DRAMATIC LIVE TV DEMONSTRATION * 
PROVES TRANSCOPY COPIES ANYTHING— 
EVEN UNDER BRIGHT STUDIO LIGHTS! 


Anything! Typewriting, rubber stamps, 
signatures, pencil jottings. Even colors re- 
produce in crisp, clear black and white. 
All the copies you need are quickly, con- 
veniently and economically turned out with 
100% accuracy—no proofreading is neces- 


*demonstrated on NBC-TV 
by Dick Stark 





sary! And they’re turned out under any 
lighting conditions. As essential as a type- 
writer, TRANSCOPY can be in your office for 
as little as $2 a week. Write for free folder 
(P401), Room 2123, 315 Fourth Avenue, 
New York 10, N.Y. 


Remington. Mbaaraddl, ow ision oF PERRY RAND CORPORATION 


For More Information Circle No. 200 
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A glass-enclosed walk-through connects the five-level wing, at right, with the main 


three-level office building at left. 
shown on the cover of this issue. 


An air view of the Bloomfield, Conn., building is 


Connecticut General’s Building 


Proves Planning Makes Perfect 


reesei the new office building 
of Connecticut General Life Insur- 
ance Co. presented the architects (Skid- 


more, Owings & Merrill) with the 
problem of housing four broad types 
of space in the best possible way. By 
far the largest areas were needed for 
free work flow. The work of hundreds 
of people had to meld into a single 
operation which could be performed 
most smoothly in a sweeping horizontal 
motion. As company president Frazar 
Wilde observed, “The work 
want to go upstairs.” In addition, hori- 
zontal space was more flexible, more 
adaptable to future changes. Nearby 
space was required for mechanical ne- 


does not 
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cessities and for records, transcribing 
switchboard, supply and mail. The 
semi-detached work units, not directly 
related to processing and 
service, were largely small areas with 
many private offices. They had to be 
located where they would not interfere 
with the mainstream operation and fu- 
ture expansion. The fourth important 
area was generous employee facilities 
and the need to make the building self- 
sufficient its suburban lo- 
cation. 

“This building, as we see it, is not 
an office building in the same _ sense 
that a skyscraper is,” explained Gordon 
Bunshaft, Skidmore’s chief of design, 


insurance 


because of 


69 





This view of the mailroom shows sorting tables and outgoing mail section. 


Some of 


the company’s Photostat machines appear in background. 


“Our consideration in the biggest 
part of our space was not for the man 
in his office, but for the girl at her desk. 
Not only must her space be efficient, 
we wanted it to be top quality. It had 
to relate to its beautiful site and give 
her surroundings she can feel were 
ideal.” 

Flexibility was achieved with two 
great floor areas, unencumbered by in- 
terior walls, unobstructed by permanent 
offices. Departments were placed here 
in their proper relationships with space 
to grow and with nothing to bar future 
change. Below these areas a main level 
and lower level provides excellent space 


for service and employee facilities. The 
large horizontal working areas and the 
low building best suited to the rural site 
blended happily. Additions can be easily 
made to the east and west. 

Planning an efficient building did not 
preclude it being a beautiful building. 
The contrast of metal and tinted glass 
of the exterior makes a handsome 
facade. It is an open building and 
seems to float on the rolling site as 
the wide-spaced white columns lightly 
hold the burden of the upper floors. 
There are approximately 500,000 sq. 
ft. of work area: A rectangle, 324 
x 468 ft., punctured by four large 
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A typical work area in Connecticut General’s new office building. All employees are 


within 35 ft. of a window. 


courts, 72 x 72 ft., and a north wing 
72 x 216 ft. Much of the lower level 
of the main building is a service area 
—boiler rooms, refrigeration machin- 
ery, record storage, supply, mail, a 
416-seat auditorium and bowling alleys. 
The north wing houses the presidential 
and some vice presidential offices, and 
certain smaller departments whose work 
is detached from the main clerical 
workflow. The partial top floor is re- 
served for the directors. 

For record systems best suited to 
Connecticut General, it was decided 
that wherever a file would be used by 


a large number of departments it 
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would be centralized; but files needed 
and used largely in one immediate area 
would be housed there. Recognizing 
two major divisions of their business— 
group and individual insurance—there 
is a record center for each. By using 
one level for each type of insurance. 
the need for vertical transportation of 
papers is minimized. The third floor is 
assigned to group insurance, the second 
to individual. 

The architects proposed the erection 
of a temporary mockup building (THE 
OrFice, December, 1955, page 8) rep- 


resenting exactly a typical working sec- 
tion of the building-to-be. Here interiot 





A corner of one of the employee lounge 
rooms. Liquid soap is piped to washrooms 
from central storage tanks. 


finishes, lighting, office arrangements 
and furniture, partitions and many 
other details were tested under proper 
visual conditions. The mockup’s big- 
gest use to the architects was in de- 
veloping and. demonstrating ideas, in 
testing alternatives side by side. Sub- 
contractors were able to study and plan 
new installations in complete 
and thereby bid more closely. 
The glass installation was one of the 
largest to date in this country with 600 
lights of 4%” heat-absorbent glass, each 
11’ 2” x 8 2”. This glass has a green 
tint which from iron filings, 
melted into the glass, which absorb up 
to 50% of the solar heat striking the 
glass. 2500 smaller 
ceramically fused with a gun-metal gray 


detail 


comes 


glass spandrels 


backing, are backed with 2” of 
glass insulation. In addition, 60 sheets 
of insulating glass enclose the fifth floor 
of the north wing and 200 lights of 
first 


foam 


clear plate glass enclose the floor 


of the main building which is shaded 

and protected by a 30” 

the upper stories. 
Upkeep of the walls is limited to oc 


overhang of 


casional washing. For this purpose the 


architects designed an electrically pow- 
ered gondola to circumnavigate the roof 
on a track, suspending a telescopic plat- 
form from which a pair of window 
washers can work. 

The heating and air-conditioning sys- 
tem not only relates to all weather con- 
ditions, but to varied activity inside the 
building. A panel in the engineer's 
office, showing temperature readings at 
over 100 locations, controls more than 
100 fans which change a million cubic 
feet of air per minute. The air is dis- 
tributed by two systems. A periphery 
system of heating or cooling by water 
and air with 1434 window units which 
can be. individually adjusted, puts a 
layer of insulation around the building 
to maintain controlled temperatures in 
winter and summer. The 60 ft. areas 
are too wide for the periphery system 
alone, so a supplemental system of high 
velocity ceiling ducts delivers air to in- 
terior areas. The system is divided into 
47 zones and heating a shaded side of 
the building can be concurrent with 
cooling a sunny location. 

There is vertical conveyor running 


= T 


rhe partitions can be erected or removed 
in 20 minutes. Partitions come in yellow, 
red and blue; glass or plastic. 
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Press section of Connecticut General’s print shop. The plastic hoods, over the Miehle 
vertical presses, draw off excess drying spray, heat and fumes. 


from the mailroom up through the main 
building in the north central core. Hori- 
zontal distribution is provided by mes- 
senger and electric truck. 

Other built-in communications in- 
clude a loudspeaker system for an- 
nouncements and emergency signals 
which also provides for background 
music at intervals to departments which 
tune in. Two dictation 
hooked up to the central transcribing 
department. Those who dictate large 


systems are 


quantities of work use a dictating in- 
strument wired to recorders. Some 500 
employees who do only occasional dic- 
tating are taken care of by a system 
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which automatically connects any tele- 
phone to a bank of recording machines 
controlled by a console in the steno- 
graphic department. The _ telephone 
switchboard, with provision for five 
operators, is connected with 30 trunk 
lines and equipped with a dial system 
for intercommunication among. the 
more than 1000 telephone instruments. 

Although careful planning established 
related work mainly on one level, some 
2000 workers have to be moved in the 
morning, at lunch time, and at the end 
of the day. In the main building escala- 
tors are located near the east and west 
entrances, bridging the north-south 





space between cores. Both sets of mov- 
ing stairs are set for short periods to 
run up in the morning, down at the 
end of the day. The orderly continuous 
movement of employees _ contrasts 
sharply with impatient crowds waiting 
for elevators at peak hours. In addition, 
the six cores in the main building have 
wide, well-lighted Three 
large elevators transport bulky mate- 
rials and supplies. The north wing, with 
its smaller population, is served by 
stairs and a pair of automatic self-serv- 
ice elevators. 

Many Civil Defense features are in- 
corporated into the design. The emer- 
gency power distribution system is de- 
signed to use the lower level as a shel- 
ter. The public address system can be 
controlled from this level. The medical 


staircases. 


area and services important to it are 


intact. The entire ventilation system 
can be shut down and the building vir- 


The one-story cafeteria wing 


tually sealed at a moment’s notice. The 
building is completely sprinklered, with 
sectionalizing valves to minimize pos- 
sible water damage. Electrical substa- 
tions, telephone switchboard room and 
vault area have an automatic detection 
system. A pump in the pond supplies 
the sprinkler system and fire hydrants 
from the 3.5 million gallon reservoir 

Vibration of printing equipment is 
avoided by incorporating a reinforced 
concrete slab in the northeast section of 
the building. These floors within floors 
have no structural connection with the 
building and support the presses on the 
main level and the refrigeration ma- 
chinery directly below. In the medical 
delicate equipment is_ shielded 
from electrical interference and x-ray 
The 416- 
acoustics pro- 
with a double wall from the 
noise of the bowling alley next door. 


area 


areas have lead-lined walls. 


seat auditorium’s are 


tected 


is cantilevered over a reflecting pool. 








The dining room, of reinforced con- 
crete and glass, is suspended over a re- 
flecting pool and looks out past the 
terrace and lawns to the lake and 
woods. Seating 800 diners at small 
tables. one section is reserved for table 
service, the rest for self-service. For 
free-flow serving, multiple stations serve 
30 a minute. With staggered lunch 
periods the entire staff is served in about 
an hour and a half. An eventual build- 
ing population of 3000 can be served 
without an increase in these facilities. 


Because there is no noontime oppor- 
tunity for outside errands and shop- 


A free-flow line 
provides speedy 
food service for 
some 2000 em- 
ployees each day. 
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An interior view 
of the 800-seat 
cafeteria which is 
the building with 
the diamond- 
design roof on the 
cover of this issue. 


ping, services such as barber and hair- 
dressing shops and a well-stocked club 
store plus a wide range of recreational 
activities were built in. In addition to 
out-door activities and the beautiful 
terrace, there are bowling alleys and 
rooms for games, cards and relaxing. A 
rental collection of books and records 
was added to the company library. 

To plan efficient work space for 
more than 2000 people and _ their 
equipment, a basic 6-ft. modular plan 
was selected to permit an attractive 
layout arrangement 
serve space within 


and provide re- 
each division for 





This corridor indicates the flexibility of 
work area which can be partitioned or 
opened up as required. 

expansion without disturbing workflow 
with adjacent areas. The exact use of 
each square foot was determined, and 
detailed information worked out for 
every electrical connection, telephone 
extension and piece of furniture. 

On the second and third floors of the 
main building, the basic job of sepa- 
rating done by the 
bridged by glassed-in escalator lobbies, 
which contain all ele- 
ments: plumbing, heating, electrical 
equipment, space for conveyors as well 
as fire stairs and restrooms. Their pan- 
elled outer conceal ventilated 
clothes closets, pay telephones and 
drinking fountains. Further subdivision 
is accomplished by judicious use of 
planters, banks of files colored 
screens. The architects designed panels 
of plastic laminate which are anchored 
to the floor and ceiling by aluminum 
posts and can be easily moved. Used 
singly these panels are effective space 
dividers; combined with other elements 
they served as office partitions. 

Purchase of replacement furniture 
and equipment was held off for years 
so that the building could be furnished 


space is cores, 


the mechanical 


walls 


and 


with new. Adapted from standard de- 
sign, the metal furniture and file cabi- 
nets are finished in a gray-beige color. 

The same system of partitioning is 
used throughout the north wing where 
the concentration of offices is greater 
except for the presidential offices and 
directors’ area where block and plaster 
is used. Layout of the wing is simpler. 
for the smaller space of each level and 
the kind of operation dictated much of 
the arrangement. 

An outstanding example of the mock- 
up’s usefulness occurred when a study 
of sample offices showed that an office 
12 ft.-square could do the job which 
had been expected would require larger 
space. Proportioned furniture plus effi- 
cient arrangement and the spacious feel- 
ing contributed by the window wall 
makes the room seem much larger than 
its counterpart in a conventional build- 
ing. 

As are the interiors, landscaping is 
into the total architectural 
scheme. The courts and the terrace 
opening off the employee lounges are 


(Continued on page 2: 


integrated 


54 


The transcribing department where 30 
typists can do the work of 100 stenog- 


raphers. Dialing connects any telephone 
in the building to a dictating machine. 
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Why an Office Cafeteria Uses Paper Service 


OOD SERVICE for employees in 
| pete Ageia size offices has 
been developed by an industrial caterer, 
Brady Food Service, New York. The 
system, which can be installed in any 
office building—new or old—consists, in 
essence, of a cafeteria serving unit 
planned to save space and labor, and 
taking full advantage of the benefits 
offered by all-paper service. Its proto- 
type is in operation at the New York 
office of Reuben H. Donnelley Corp., 
the company that handles production of 
the classified telephone directory. 

Principles guiding development of 
this cafeteria are: 

1. It must occupy a minimum of 
space. Most modern offices cannot af- 
ford to devote a large amount of costly 
space to non-productive facilities like 
food service. Older plants and offices 
rarely have the space, either. 

2. The menu pattern has to be 
thought through in advance so that 
equipment sizes and placement is pre- 


Office cafeteria of 
Reuben H. Donnel- 
ley Corp., New 
York, which serves 
300-600 employees 
daily. All serving 
is done on paper. 
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cisely right to save labor and space, and 
make for efficient operation. 

3. Whatever food storage and prepa- 
ration steps can be conveniently han- 
dled centrally, should be handled in a 
commissary and brought for finishing to 
the in-office facility. 

At Reuben H. Donnelley, in part of 
an office on the fourth floor, there was 
installed a specially designed refriger- 
ated serving counter which is accessible 
for self-service on both sides, self-serv- 
ice coffee urns, a sandwich counter for 
people who want theirs “custom-made,” 
a small soup kitchen using individual 
portion sizes of canned soups, a soft- 
drink machine, and two ovens: one for 
heating casserole dishes, the other for 
displaying and keeping them warm. 

This is all the equipment necessary 
for serving the menu of soup, selection 
of two casserole dishes daily (these are 
meals-in-a-dish such as chicken tetraz- 
zini or beef pot pie); a variety of sand- 


(Continued on page 144) 





A Model Lettershop 


FULLY EQUIPPED model letter- 
A shop, and free services for engi- 
neering complete shop layouts, are 
available to the offset duplicator users 
from Photostat Corp., Rochester, N. Y. 
The model shop was designed by James 
Hertsch and Hank Marsh, sales and 
assistant sales manager for Photostat’s 
Masterlith Division, who have planned 
and supervised some 100 different in- 
stallations for the government and com- 
mercial operations. 

The model has three Photostat Mas- 
terlith offset duplicators and complete 
equipment for camera work, platemak- 
ing, paper cutting, binding and wrap- 
ping. It was designed, not as a high 
priced showpiece but as a practical 
shop combining reasonable first costs 


ae Si as 


3 


with job efficiency. There is plenty of 
light, space and storage room, and the 
right arrangement of equipment for a 
smooth and easy work flow. 

The model shop is open to anyone 
interested. Free layout will 
eventually be offered to everyone in the 
industry, but right now they can handle 
only their own customers. The shop is 
to produce the com- 
two-and-three- 


service 


also used daily 


pany’s own bulletins, 


colored direct mail advertising, catalog 


sheets, and inter-office forms. Regular 
shop employees are a supervisor, plate- 
maker, three operators, and a collator 
wrapper. Experiments with new 
equipment and techniques are a part 
of the shop’s operation, running tests 
under actual lettershop conditions. 


and 














The model lettershop of Photostat Corp. in Rochester, N. Y. 
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How to Operate and Maintain 


A Forms Control Program 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York. 


FTER YOU have organized and 
A “sold” your forms control program 
(as described last month), you are ready 
to begin the operational stage. If the 
training program is to be doubly bene- 
ficial, analysts and designers must have 
set up as many potential consolidations 
and eliminations as possible. With a 
backlog of designs on hand, they are 
ready for the starting date of the pro- 
gram’s active stage when requisitions 
begin to come in. 

Requisitions are the most important 
pieces of paper that can come across a 
forms man’s desk. They should never 
be filed or allowed to accumulate with- 
out any action being taken on them for 
weeks at a time. If this situation takes 
root, the forms department will be 
trapped by its own lethargy. The worst 
possible relations will arise between it 
and the very ones whose cooperation 
and good will is essential. 

Sit on a requisition or fall down on 
a delivery and you've lost ground in 
your battle for support. At the outset 
of a program, this can be disastrous. 
Even when the program has been firmly 
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established, it can cause major trouble 
but, at its inception, it affords the most 
powerful ammunition to opponents of 
forms control. 

We cannot stress this too much. Keep 
the requisitions moving, and you'll elim- 
mate a dangerous pitfall. To illustrate 
the calamity that can befall a company 
running out of forms, we recall a situ- 
ation in which a major insurance com- 
pany found itself. They ran out of 
policies! Need we elaborate on that 
one? 

Therefore, keep the requisitions con- 
stantly in mind. Log them in and fol- 
low them through (see Fig. 1). When 
you get right down to it, it is more im- 
portant that the forms get to the using 
department, even without proper revi- 
sion to your standards. They must 
have them—on time! Once you have 
established a reputation as a department 
that delivers the goods, you have made 
a significant stride in winning recogni- 
tion and acceptance as a useful service 
of management. 

When you present your changes in 
design or specifications, or both, to the 
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using departments, it is usually wise to 
have a convincing argument as ammu- 
nition. First compute the actual amount 
of money the proposed change will save 
the department. Then figure out the 
other benefits, including simplicity of 
fill-in and ease of handling. If possible, 
prepare a clerical savings analysis to 
demonstrate the potential savings in- 
volved. 


This type of demonstration is easily 
understood and highly persuasive. Not 
many department heads can resist a 
change if they can envision a saving in 
dollars and cents through an innovation. 
Naturally, always give them full credit 
for instituting the change. You might 
even suggest they include it in their 
periodic reports to 
omitting any mention of your part in 
the deal. If this seems like a little too 
much, remember it is a proven method 
of gaining and holding cooperation. 
You've added another believer in forms 
control to your roster and you’ve made 
it that much easier for the next time 
you approach him with an idea. It’s 
amazing how much can be accom- 
plished if you not only share the credit, 
but are willing to pass it along to some- 


one else! 


As time goes on and more people are 
satisfied with the changes for the better 
that you've made for them, you will 
gain an increasing number of adherents 
to your program and its policies. This 
increased support, as evidenced by the 
show of confidence in forms control, 
makes it that much simpler to propa- 
gate your ideas. A good forms man, 
like a good mechanic, is much sought 
after. The program will then be firmly 


established and resistance will have 
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their supervisors, 


dwindled to a handful of holdouts. 
There will hard 
core, albeit a small one, of recalcitrants 
within your organization. 
usually the old-timers who resent any 
change. 


always remain a 
[hese are 


No matter how effective the 
program is, no matter how impressive 


the dollar savings are, they grudgingly 


hold their ground and stick to their old 
forms. Although we constantly labor 
the point of salesmanship, as opposed 
to force in putting a program across, 
we believe that the only workable treat- 
ment in the case of these diehards is, to 
borrow an old axiom of Teddy Roose- 
velt’s, “Speak softlhy—but carry a big 
stick!” 

Let them know tacitly that a talk with 
their bosses might be your next step to 
secure the proposed change. This should 
be done only if the dollar saving is 
really worthwhile. If it is relatively 
small, the resultant ill feelings would 
scarcely be worth it. It is preferable 
to swallow your argument and have a 
go at it You might eventually 
down. Even if you don’t 
there is always one consolation—they 


later. 
wear them 


are probably close to retirement age and 
you can effect your change then! 

In addition to the reactionaries you 
will have another problem. This will be 
the “bootlegger.” He is not easy to rec- 
ognize, but he is present in every or- 
ganization. How spot him? 
More important, how can you control 
his activities? 


can you 


The answer to both these questions 
lies in a simple expedient. Apply a 
tourniquet to the source of his life’s 
blood; the duplicating equipment scat- 
tered around your plant or office. Apply 
your controls there and you can halt 
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his bootlegging. Secure the authority 
to have copies of everything run off on 
these miscellaneous pieces of equipment 
forwarded daily to your office, with the 
quantities run off posted on them. Ana- 
lyze them briefly. Disregard those that 
are obviously form letters, circulars and 
the like, and nail down the ones that 
look like forms. If the usage warrants 
it, go after the originator. If it doesn’t, 
forget it. It is false economy to spend 
too much time on trifles. Only if the 
savings is worth the effort should you 
battle the bootlegger and the holdout. 
Although the former is harder to un- 
cover, he is usually easier to sell, for 
two reasons: (1) you are relieving him 
of the extra job of forms design and 
reproduction which he probably doesn’t 
wart anyway; (2) the quality of the pro- 
posed substitute is so much superior to 
what he’s been getting, he'll offer vir- 
tually no resistance. 

Let’s look at a typical forms depart- 
ment and try to follow a requisition 
through its various stages of progress. 

First, after logging it in, the analyst 
pulls out the respective numerical files 
pertaining to the forms. These files are 
as complete as possible. A well devel- 
oped numerical file might contain the 
following: 

1. Annual usage and using depart- 
ments posted on the face. 

2. A reference to the functional file 
number. 

3. Five copies of the current form. 

4. One copy each (clipped together) 
of the previous versions. (This is not 
mandatory.) 


5. A copy of the specifications (see 
Fig. 2). 
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6. A record of all orders placed for 
that form, either internally or with out- 
side printers. 


7. A record of all requisitions re- 
ceived for the form. 
8. Approved forms design sketches. 


9. All correspondence dealing with 
revisions, procurement, etc. 

Probably the first thing that the ana- 
lyst will do will be to check the func- 
tional file for possible consolidation with 
other forms. This should be done even 
if the form in question has been worked 
on several times before, as the func- 
tional file also changes with each revi- 
sion and new addition. There may be 
many new forms which did not exist 
the last time the file was reviewed. 

If no chance of consolidation exists, 
the analyst will next check the quantity 
requisitioned against past usages shown 
in the folder. Here there are two pos- 
sible hazards; overordering and under- 
ordering. If the form is governed by a 
definite inventory policy (most of them 
should be) and it is obvious that the 
user has gone overboard in ordering, he 
should be contacted and advised that 
the quantity will be cut in accordance 
with policy. He may have a legitimate 
reason for his extra-large requirement. 
For instance, if a blanket wage increase 
is put through, the personnel depart- 
ment might require as many Change in 
Rate forms at once, as they’d use in six 
months. 

Underordering can be equally bad 
because it increases the chance of run- 
ning out of forms. Besides, the smaller 
the supply ordered, the quicker you'll 
receive another requisition for the same 
thing. The best answer is to order up 


THE Orrice—November, 1957 








FORM PRINTING SPECIFICATIONS 


LONG FORM 
O24 








15/92-B “Pe 1 hy? 


Gmace — / - welt cor “halt 
[| Su Buete | : | 
# + 


CA Hare 


~ ae = = = eae 
FORM NO es - 





























FRONT 


er oF ae a ae ted chee ll _ 


EFT SS 
COLORED Inn (Specily) 


Bdiarce | Dene Chee,  Cirsteo Leto 


.ert 











NOTE: De not epecity grain uniess neceasary 
GRAIN OF STOCK MUST RUN WITH INCH DIRECTION OF FORM 





XC] FORM MUST REGISTER FORM MUST REGISTER 
RESsTER (ks XACTLY IN SETS & [ }rone ey WITH FORM NO 


MBEM CONSECUTIVELY OTHER 
ALL PARTS 00 NOT NUMBER START 


/O, ovo _feuteina winx Oooo/ 


LEFT WITH CHIPBOARO BACKING 














_— SHEETS/SETS TO A PAD, PADDED ON 3 incH TOP 





SHEETS OF PENCIL CARBON PER BOOK 
' r 
SHEETS/SETS TO A BOOK, BOUND ON wcH TOP/LEP BOUND AND PERFORATED FOR TEAROUT 





any ‘ f r 
e 5 [_]sneers fcjsers | ]paos | Je00xs, WITH STANDARD LABELLING 
IN PACKAGES OF 


NO. OF HOLES DIAMETER AND SHAPE 





OST ANCE 
‘ 


li, ds 44, tt 
A | Vig Ad. HOLES, CENTERED ON z Z _incn top eoce | 2 Veg CENTER TO CENTER 
- “2, 
CENTER OF HOLES / 3/y" inCK FROM g “2 wen 
ScLomne SEETS an, SPY FouiTion op SERPORATION 
Sd ALL Sains &% menway | Bhy rmom 


OF FORM 
scnOes tHe POSITION OF PERFORATION 








ror 
PER 2 
FORATE 





TAPE OF HOLE 


sLoTTED [ ] acu NOTE: Do not epecity shape of hole 


unlese necessary 











FROM 
ee ee |S 
crv) 


a aid INCH ON (Jace = JRicut L hess [ Rion Connens 


Ablivien all shele, pan Seed leon 



































wore: Sena [GQ copies of tiniahed torm to: FORMS CONTROL, __ “tur OV key 
Gate APPROVED OY Foread CONTROL UNIT APP ROAAL : 
615579 |< Smt [oe “hr atin 




















Fig. 2. This “spec” sheet provides the printing buyer with the information needed to 
buy forms on a logical basis. 
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to the inventory limit; no less, no more. 

Here we will discuss the “traveling” 
requisitions; a sample is shown in Fig. 3. 
considerable time on _ re- 
orders of forms that are finalized. We 
recommend their use on such things as 
stock forms, envelopes, tags and the 
like. There are other devices that can 
be used to obviate the necessity of re- 
copying the specifications time after 
time. For instance, the specifications 
form could be printed on translucent 
stock. On reorders it is then a simple 
matter to make sufficient copies on a 
whiteprinter, or by any other economi- 
cal copying method. 


These save 


As forms come up for processing, a 
record of their numbers is kept (see 
Fig. 4). This is a quick reference source 
when new numbers are needed and also 
helps in setting aside blocks of numbers 
for specific departmental forms. 

There are many methods of form 
numbering. Some are unnecessarily 
complex and include all sorts of data 
such as: using department, functional 
file number, date of printing, 
amount printed, date of last revision, 
We favor a simple two-letter pre- 
fix, preferably designating the major 
division involved, followed by a number 
and the last revision date. We do not 
advocate placing the printing dates or 
quantities on the form unless it is 
printed from standing letterpress plates 
and the new date and quantity can be 
inserted easily at the next printing. The 
use of metal offset plates makes the 
preparation of a new plate necessary 
merely to include such trivial informa- 
tion. Since this data is available in the 


last 


ete. 


numerical file anyway, it is not really 
needed on the form. 
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Should the functional file disclose 
potential consolidations, an attempt is 
made immediately to sell the proposed 
form as a replacement. Often, there 
will not be sufficient time to circulate 
the design to all possible using locations 
and obtain the necessary approvals. This 
should not hinder you from going ahead 
with the proposed consolidation. First, 
however, arrange for an interim supply 
of existing forms for the department 
whose requisition started the ball roll- 
ing. Don’t merely say, “Well, it’s too 
late now to do anything. They need 
the forms before we can ever get the 
proper approvals. Let’s forget it for 
now and catch: it next time.” The 
trouble with that kind of thinking is that 
the situation will be the same next time! 
Sufficient time arrives. If 
you keep letting the consolidation gather 
dust, you'll never see it in effect. 


lead never 


It sometimes happens that consolida- 
tions months to consummate. 
This is not unusual, especially in larger 
companies. Be prepared for this and 
don’t be stopped by failure the first time 
around. Keep working at it, and even- 
tually you'll have a form that is satis- 
factory to all. Where have one 
location that simply can’t use the form 
for good reasons, the best policy is to 
put it in force everywhere else and per- 
mit them to use the old one. At least 
you may gain 90% of your objective. 
A procedural change may be necessary 
to bring the other user into line and that 
will be governed again by the value of 
the change versus the overall upheaval 
it would lead to in that unit. 


require 


you 


When a company uses a decentralized 
approach to forms control the obvious 
advantages are many. In addition to 
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Fig. 4. Maintain a complete record of forms numbers, such as the above. This proves 
helpful in compiling records of forms consolidations. 


on-the-spot supervision of the local 
forms program, there are such import- 
ant factors as faster action on requisi- 
tions, maintenance of local vendor rela- 
tionships and the immediate availability 
of skilled help in forms control. To 
keep the corporate goal in sight, these 
local units must follow the patterns laid 
out by the corporate manager of the 
program. Standardization of design and 
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specifications throughout the company 
is a must, as well as the maximum use 
of the functional file in eliminating 
duplicate forms. 

This is where the basic difference be- 
tween the two types of programs lies. 
To maintain these standards, duplicate 
functional files must be built and main- 
tained at the local units, and a duplicate 
numerical file (without working papers) 


THE Orrice—November, 1957 





Typing magic comes to descriptive accounting! And 
with it, a new high in accounting automation and 
flexibility, too! All built into the 


new Burroughs 
typing Sensimatic 


Through this advanced new accounting machine’s 
boxwriter typing principle, you get cleancut printing 
and jam-free operation even at the top typing speed 
of nine characters a second. Box-writer magazine 
holds 84 characters, with many options available. 


New automation, new flexibility are yours, too, 
through the exclusive Sensing Panel that guides the 
machine automatically through every accounting 
job. Each interchangeable Sensing Panel switches 
from job to job at the flick of a knob. 


Is there room for this new degree of mechanization, 
this flexibility, speed and typing talent in your 
descriptive accounting setup? Call our nearby branch 
for a demonstration of the Burroughs Typing 
Sensimatic Accounting Machine— 

the Sensimatic family’s newest 

member. Or write Burroughs 

Division, Burroughs Corporation, 

Detroit 32, Michigan. 


“Burroughs” and “‘Sensimatic’’— Reg. TM’s. 
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Fig. 5. The progress report should be simple and easy to understand. Details always 
can be furnished separately if desired by management. 


must be kept up at the corporate head- 
quarters. This is time-consuming work. 
More personnel are needed to effectively 
For 
instance, Vari-Typers and designers must 
be available at each major unit. When 


operate a decentralized program. 


all operations are under one roof, per- 


sonnel can be cut without impairing the 
program’s efficiency. The 
and duplication of effort are nonetheless 
considered a small price to pay for the 


extra cost 


essential advantages of decentralized 
operation. 

As the months pass and the perform- 
ance of your forms control department 
earns a solid reputation throughout the 


corporation, it is logical that this 


performance should be reported to 
top management. Broadcasting your 
achievements serves many purposes. It 
shows management what it is getting for 
its money. It generates pride of accom- 
plishment among personnel in the forms 
control department. It stimulates added 
interest in the program and creates a 
desire, on the part of those who have 
not yet benefited from the program, to 
get in on the possible savings. In the 
final analysis, it is the only tangible 
measure you have of the progress of 
your program. 

By using dollar savings in the pur- 
chase cost of forms as your yardstick, 
you set up the most defensible reason 
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FORWARD IN BUSINESS DATA PROCESSING: 


How a bank 
will post 
daily changes . 
into 700,000 
stockholder 
records in less 
than 1 hour! 


THe DATAmatic 


Here’s why a leading bank chose this 
new Electronic Data Processing System: 


The DATAmatic 1000 will update 
700,000 stockholder records, 100,000 de- 
posit accounting records, 8,500 personal 
trust records and 65,000 installment loan 
accounts daily. And here’s just one sample 
of its speed an average of 4,000 daily 
changes will be posted into 700,000.stock- 
holder records in less than one hour! 


It’s this kind of performance that is 
selling modern business such as this 
bank, a large manufacturer, a hospital- 
medical service association on the 
DATAmatic 1000. They’ve found that 
this is the system designed specifically for 
business. All of these elements of the 
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DATAmatic 1000 — processing speeds, 
file capacity, flexibility, reliability, ease 
of programming are perfectly com- 
bined for handling an almost limitless 
variety of large-scale operations. 


Your organization may well find the 
DAT Amatic 1000 ideal for cutting costs of 
office processing work ... and for providing 
management with accurate up-to-the-minute 
reports on which to base daily decisions. If 
you are considering any large-scale daa 
processing program, you will want to evalu- 
ate the DAT Amatic 1000. Our applica- 
tions engineers will be glad to discuss your 
requirements. Courses of instruction and 
programming are available. Write for de- 
tails. 


DATAmaic 


CORPORATION 
151 Needham St. » Newton Highlands 61 Massachusetts 
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brand new, genuinely watermarked text, latest 
addition to the Wausau Impression Paper line 


WAUSAU TEXT is outstanding for the beauty of its texture and for the 
uniformity of its wove finish. This newest member of the Wausau line of 
Fine Impression Papers brings the total number of papers to ten and 
makes it increasingly easy for you to select the right paper for your 
job and your equipment. WAUSAU TEXT is an ideal offset sheet and 
may also be used on any stencil duplicating machine. WAUSAU TEXT 
is available in brilliant White and six modern pastel colors, in size 


842" x 11”, Sub. 70. 


WAUSAU TEXT Sample Books are available nationally 
through authorized distributors and stationers. 





® WAUSAU PAPER MILLS CO. 
General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN 
Our 58th Year Member — Wisconsin Paper Group 





Artisans of 
Fine Papers 


For More Information Circle No. 195 


90 THE Orrice—November, 1957 








to justify a forms program. When 
someone questions the number of peo- 
ple on the forms control payroll, you 
can answer: “Our annual departmental 
payroll was surpassed on ———— 19— 
by the actual dollar savings to that date. 
Since then every penny we’ve saved has 
been that much more in the corporate 
bank account. This department has 
been paying its way for some time and 
will not only continue to do so, but will 
justify its additional capital expendi- 
tures for added equipment.” 

In preparing your periodic reports for 
management, a simple one-page report 
is preferable (see Fig. 5). All details 


pertaining to where and how each dollar 
was saved had better be left in the files 
after compilation of the unit reports. 
The consolidated report for manage- 
ment should show them the figures they 
want to see the most, not burden them 
with operating detail. In the event they 


wish particulars on any unit, or a par- 
ticular saving, this can be sent to them 
separately by a copy of the local unit’s 
report. 

A danger that can arise from con- 
solidated progress reports is when one 
unit has a bad month and it arouses 
adverse comment from the others. Al- 
though friendly rivalry would normally 
stimulate the units into doing their ut- 
most, it could also turn into unfriendly 
ribbing. This has to be watched care- 
fully. At the first sign of possible un- 
pleasantness, the report distribution 
should be curtailed and limited to those 
few at the top who must be kept in- 
formed of the program’s progress. 

The situation we have just described 
can come about only in a large, decen- 
tralized program where separate local 
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units report individually to headquar- 
ters. In a fully centralized program 
with one large unit, there would natu- 
rally be one progress report. 

This points up a problem extant in 
the decentralized operation, namely, 
how to keep the units at top efficiency 
without them engaging in sniping tac- 
tics aimed at each other’s results. This 
is where tactful, diplomatic management 
comes into play. 

An integral part of the maintenance 
of a forms control program is a planned 
stock forms arrangement. We will not 
deal with the fine points of forms pur- 
chasing in this series, as that would re- 
quire a separate volume. However, we 
will describe the methods of handling 
stock forms which we believe to be 
part of the forms controls department's 
functions. 

This department should have the sole 
responsibility for issuance and up-to- 
date maintenance of the corporate stock 
forms listing. We define a corporate 
form as one which is used by more than 
one location. In this category you gen- 
erally find personnel and purchasing 
forms, requisitions, interoffice letter- 
heads, etc. These are usually the result 
of forms consolidated, from the many 
varieties found throughout the com- 
pany, into single so-called “corporate 
standard” forms. They are the type 
developed through the effort mentioned 
previously in this article. The total num- 
ber of these in existence is a good indi- 
cation of the acceptance of that phase 
of your program, and 
general. 


its success in 
The availability of these should be 


broadcast by means of a corporate stock 
forms list. This should be distributed 
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USES PRESENT CARDS. With Amazing 
Mosler Revo-File, no costly transposition 
is needed. You save an average of $200 in 
change-over costs, plus big savings in time, 
old-fashioned filing 


space, money ove! 


CARDS CAN'T DROP OUT. Mosler Revo- 


File is the only file of its type that doesn’t 
rely on notched cards that wear out in 
use. The patented, exclusive belt method 
of holding records in file assures complete 
protection against card ‘‘fall-out”’ or wear. 


2. 


REMOVE OR REFILE ONE CARD OR HUN- 
DREDS instantly. Mosler Revo-File holds 
cards without mechanical attachment. 
No wear on cards or clerk. Ups efficiency. 
Gives real finger-tip control. 


FILING IS FASTER, REFERENCE QUICKER for 


clerk” instead of clerk 
going to cards... 68 linear inches of filing 
capacity in a handsome cabinet only 36 
inches long. Available in manual and 
automatic electric selector models. 


‘“‘cards come to 


For big volume filing Mosler Roto-File can accommodate 
. has all the exclusive features 
of Mosler Revo-File. Several clerks can work at same time. 


more than 80,000 cards . . 











This is the 
rotary card file 


you hoped they’ 


make... someday ! 





HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon today! 


For More Information Circle No. 251 





Another fine product of The MOSLER SAFE Company | 





Department O-282, REVO-FILE DIVISION, 
THE MOSLER SAFE CO., 320 Fifth Ave., New York 1,N.Y 


Please send me complete information on Mosle 
Revo-File and how to modernize an active car 
file in minutes. 


NAME 





POSITION 





COMPANY 





ADDRESS... 





CITY. 





ZONE 











STOCK Lis?®r 


CORPORATE FORKS 





Title 


Travel Expense Report 
(6,000 to « carton) 


Automobile Expense Report 
(6,000 to a carton) 


Petty Cash Voucher 
Check Request 


Persomnel Status - Monthly Summary 
Sheet 


Personnel Status - Non-Exempt Salaried 
Employees 


Personnel Status - Non-Exempt Hourly 
Employees 


Heotice of Employment 
(100 sets per package) 


Extra Copies of CM-30 (1M per package) 


Employee Change of Status 
(1,800 te « carton) 


Extra Copies of OM-31 (1M per package) 
Botice of Seperation from Payroll 
Extra Copies of OM-32 (1M per package) 
Form Mumber Record 

Ferm Data Sheet 


Form Printing Specification Sheet 
(short form) 


Porm Printing Specification Sheet 
(leang fore) 


Rend Hritten Nemo 
Forms Contrel Inquiry 


Classified Material Receipt 
(1,000 te « carton) 


Extra Blue Sheets of Cu-93 
(8,000 te a carter) 


~ 


Revised 3-1-57 
Source 


Corp. F.C. New York 


Corp - New York 


- Department 


. Department 
- New York 


- New York 


Fig. 6. A page from 
a listing of a firm’s 
stock forms. As the 
program pro- 
gresses, the list be- 
comes longer due 
to increased con- 
solidations. 


- Hew York 


- Mew York 


- New York 


- Hew York 


- Mew York 
-C. New York 
- Hew York 
+ Hew York 
- New York 


- Hew York 


+ New York 


. Hew York 
- Hew York 


- New York 


- F.C. New York 


1 ef 6 








periodically, no further apart than every 
three months in the formative stages of 
the program, and perhaps every four to 


six months later. Among the items de- 
tailed in the listing should be: (1) form 
number; (2) form title; (3) price per 
unit; (4) source; (5) standard package 
quantities; and (6) a cover sheet with 
miscellaneous information pertinent to 
the listing. The list should be dated 
and each page numbered as shown in 
Fig. 6. 
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advocate three methods of han- 
dling corporate stock forms. First, 
when the quantities are quite large, 
blanket orders should be placed for a 
sufficient supply for all plants. These 
can be against authorized stock con- 
tracts, or on a straight competitive one- 
shot basis, depending upon the system 
used by your purchasing department. 
In this way quantities can be obtained 
either by release orders from the local 
units directly to the vendor, or release 
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Strokes 
of perfection 
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Ticonderoga 
Pencils 

always write with 
clean, crisp strokes. 


For strokes of 
pure color... 
always use 
Dixon Thinex 
Color Pencils 


D IXO N 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Pencil Sales Division Jersey City 3, N. J. 
Dixon Pencil Co., Ltd. Newmarket, Canada 
Dept. 00-11 
For More Information Circle No. 389 
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COLOSSAL CO 


CONTRACT RELE 


VERS MATERIAL TO BE 


® BLANKET 


Ace Printing Co, 
121 South St, 
Pawtucket, R, I, 


DELIVER 
TO 

Eastern Plastics Division 

Collossal Corporation 

Cosmopolis, U.S, A, 


ATTENTION 
OF 


Motor Freight _ 


EM QUANTITY ODE NO 


20 M P-7170 Form NY-S 





SY 
PREPARED BY 


RELEAS 


$8 NoT 


CONTRACT OR 
BLANKET P O 


TN 


RPORATION 


ASE ORDER 


€D A 


R 8404 


19-57 


No 


ar 


No 6 


DATE 


E-75469 


BUYER'S CONTRACT NO AND RELEASE ORDER NO MUST 
APPEAR ON ALL PACKAGES. SHIPPING DOCUMENTS, INVOICES 
AND CORRESPONDENCE QUANTITY UNITS AND BUYERS CODE 
MUST APPEAR ON INVOICES & PACKING LISTS. MAIL 


INVOICES IN TRIPLICATE AND PROOF OF SHIPMENT TO 


ACCOUNTING DEPT AT 
458 PARK AVENUE, N.Y. CITY 2 


2, 


N. Y. 


FOR RESALE DATE REQUIRED AT DESTINATION 


Xi no 


Yes 


ESCRIPTION 


103 - Salesman's Report Form 


oe OE eee 


Zack Sch. Llets/ 7] 
COLOSSAL CORPORATION 


BY 











Fig. 7. A typical release order instructing vendor to deliver a quantity of corporate 
stock forms to one of the locations within the company. Release orders are issued by 
the head of the corporate forms control department against blanket purchase orders. 


orders placed by the corporate forms 
unit with the vendor, upon receipt of 
local requisitions (see Fig. 7). The lat- 
ter method tends to give a tighter con- 
trol. Also, inventory records can be 
more easily maintained at the headquar- 
ters unit from which the requisition for 
the blanket order originates. 

In addition to the corporate stock 
forms under contract or on blanket 
orders with outside printers, there are 
two other methods commonly employed. 
For lesser quantities of forms, where 
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outside purchase is not an economic 
necessity, a feasible solution is to dis- 
tribute negatives from the original art- 
work, to the printing units of the com- 
pany. This is done through your local 
forms departments. Specifications ac- 
company the negative, the local dupli- 
cating unit makes a metal offset plate 
from the negative, following the specs, 
and the end result is an exact duplicate, 
at every location, of the corporate stand- 
ard form. Situations such as this must 
be carefully supervised lest the dupli- 
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Lies flat in natural 
posting position 


¥ 


ACME CTIVG ”, atom wives 


make any drawer a visible record file 


Save Time—Lift with a single simple motion and pack opens 
to an instantly useable, fully visible record file with all records, 
both front and back, immediately available for posting or ref- 
erence. Every card is securely locked in place, cannot become 
lost or misfiled, yet it’s only a matter of seconds to attach a new 
card or to remove one that is obsolete. 


<— Save Space—Packs are filed vertically in trays, desk or file 
drawers, tubs or rotaries. Each pack of 25 record cards, 50 
records, requires only “2” of space. Removable partition 
“reserves” proper filing space when pack is removed. Speeds 
refiling, avoids misfiling. 


For New Records . . . For Your Present Records 


Ask the man from Acme to show you samples 
Simple to close 


ready to return to file 
ACME | VISIBLE | RECORDS, INC. 


District Offices and Representatives in Principal Cities 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 
Send us more information on Activisible Record Packs. 
We are interested in Acme Visible Equipment for records. 


Company Attention 


Address 
Portable ... can be 
carried in pocket City Zone State 








More Information Circle No. 203 
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Fig. 8. A page from 
a forms control 
manual. In loose 
leaf form, it is sim- 
ple to add pages or 
make revisions as 
the need arises. 





CHAPTER 3 


FORMS DESIGN 


de 
the following 
Layout of data 
Arrangement and f 
> Size 
Paper used 
Standardization of { similar data 
from form to torn 
Filing considerations 
Type style and sizes 
DATA SHEET 
A Forms Data Sheet, OM-72 


Exhibit G, is used to obtain the information neces 


sary for the inclusion of all the factors listed above. This Data Sheet is used whenever 
new of revised forms are drawn up and is usually filled by the originator of the form. It 
requests sufficient information to supply everything necessary for a proper designing jot 


To attempt a forms design without resorting to the Data Sheet is rather like try 


ing to make o dress without o pattern 


its creator. Often forms ha 
they are too large for the fi) 
embarrassment can be avoid 
DRAFTING THE FORM 


Upon receipt of th 





The end result may not please anyone, including 
ve been ordered and received only to discover too iate that 
es, or they do not fit into the typewriter, and so forth This 
led by using this valuable too! 


Data Sheet, the form designers prepare a s 








cating supervisor become overenthusi- 
astic and commence copying and run- 
ning all corporate forms! This would 
be detrimental to the program and 
costly to the local plant as his prices 
presumably could not compete with 
long-run purchased forms. Here is an- 
other advantage of having your forms 
control man on the spot. He can con- 
trol the local handling of corporate 
forms completely and forestall any such 
digressions. 

A third method of handling this type 
of form, and perhaps the simplest of all, 
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is reserved for relatively short-run forms 
in which the total quantity consumed 
company-wide is less than, say, 10,000 
annually and each location uses a mere 
handful. In these particular instances 
we recommend having them printed at 
one location and distributed from there 
without charge. To attempt to bill the 
using locations on an_ interdivisional 
basis would be foolish in view of the 
picayune amounts involved. The bill- 
ing alone would cost more than the 
forms were worth. 

Another valuable tool in the drive for 
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SECRETARIES: 


Win Kodak’s easy ““tell the boss“’ contest 


And just how could 
a Kodak Verifax Copier 
help us, Miss Jonee ? 


ANSWER HIM IN 
20 WORDS OR LESS 





101 VALUABLE PRIZES 
First Prize—FREE 
TWO-WEEK VACATION FOR TWO IN 
HOLLYWOOD, MIAMI BEACH or NEW YORK 





Nothing to buy. The purpose of this contest is merely to acquaint 
secretaries, stenographers and typists with Kodak Verifax copy- 
ing—to give you a free booklet showing all the short cuts it makes 
possible for you and your boss. Like being able to do an “all day” 
retyping job in 20 minutes . . . or answering half the mail without 
dictation and typing. 


Pick up free entry blanks today at nearest Verifax dealer ‘a 
(Check “‘yellow pages” under ‘“‘photocopying equipment” 4 
or similar “‘photo”’ heading.) F 
EASTMAN KODAK COMPANY, Rochester 4, N. Y. 


For More Information Circle No. 205 
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thin 
napers 


through wholesale 
paper merchants. 











Reduce typing, mailing 
and filing costs. 


SEND FOR SAMPLES 





w 
ESLEECK MANUFACTURING CO. 


TURNERS FALLS, MASSACHUSETTS 


The ONLY concern in the United States 
SPECIALIZING in the manufacture of rag 
fiber ONION SKIN and MANIFOLD papers. 





For More Information Circle No. 179 
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standardization of forms is a well de- 
veloped, comprehensive, forms control 
manual. The usefulness of such a book 
will be many times that of the trouble it 
takes to prepare a compendium of prac- 
tical information. 

This manual, in loose leaf format 
(see rig. 8), serves as the “bible” of the 
local forms control department. It is 
useful not only as a reference, but as a 
training device for new employees in the 
department. Perhaps most important 
of all, it establishes the standards for all 
units to follow, the guides that result in 
uniformity throughout the company re- 
gardless of the location of a local forms 
control unit. At least one part of this 
manual should be an explanatory chap- 
ter which describes the purposes and 
goals of the program. This could be 
distributed separately to department 


heads to acquaint them with the scope 


of your undertaking. 


A forms control department is usually 
a very busy place. It cannot be other- 
wise. It has as its “assembly-line” prod- 
uct: printed forms. By tradition, every 
one wants his forms “yesterday.” This 
results in a constant air of harassment 
common to all forms departments. 
Should the day ever arrive when people 
will be willing to wait a reasonable 
length of time for their forms, and 
should this unusual notion become con- 
tagious, resulting in a lull in the depart- 
ment’s activities, then another task will 
always be waiting. That is the func- 
tional file. In its drawers are sufficient 
work on potential consolidations and 
eliminations to while away month after 
month of profitable time. So you see, 
there is really no end to forms control; 
it is a continuing job. As long as your 
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company grows, there will always be 
new and revised forms. Even if it 
should stand still, the file awaits. Much 
profitable time can be spent poring over 
a functional file listing and working on 
the loaded file folders. 

Granted that forms control is here to 
stay; how about the analyst? To what 
has he to look forward? 

He grows within the department. As 
time goes on, more and more of his 
efforts are devoted to the procedural 
study involved in forms processing. 
Once he’s licked the specifications and 
design of a simple form, he naturally 
attempts to better it the next time he 
has a chance. He also tackles the more 
complex multi-part forms. This con- 
stant refinement leads to specialization 
in procedures. What started out as a 
department which spent its formative 
years in routine but profitable redesign- 
ing of forms and rewriting of specs, cul- 
minates in a potential department of 
procedure specialists, each man having 
an intimate working knowledge of the 
forms that comprise the heart of every 
procedure. Small wonder that the 
worth of such a department increases 
as the years go by. This is a depart- 
ment which can grow and its individual 
members can grow with it. 

Yes, the future more or less takes 
care of itself in a well run forms con- 
trol program. It is only at the incep- 
tion that difficulties arise and have to 
be faced squarely and overcome one by 
one. The first two years are the criti- 
cal ones. That is why so much depends 
on the proper organization of 
department. 

(“How to Organize and ‘Sell’ a Forms 


your 


Control Program” appeared last month.) 
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Translingua: A World 


Language Based on Numbers 


ERICH FUNKE, State University of lowa, lowa City 


AVE YOU EVER studied Spanish shudder slightly, yet, considering pres- 
H or German, and if so how long’ ent world conditions, it is important to 
did it take you to learn either one of know at least one foreign language. But, 
these languages well? Two, maybe which one? There are about 2800 to 
three, years? Did you speak and read choose from. To learn all of them 
them fluently then? You must admit would take the average person about 
that that was hardly the case. Now. 6000 years if anybody ever wanted to 
how long would it take you to learn try it. 

Russian, Arabic or Chinese? You Most of the natural languages are 


TKAN S| 
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AMM Fresuid mo gem Aree, BM YEA ale 


f x tan 
Tab a ae 
as . J‘ a“ 
z m my ray buy UA tem ater 


tron ‘Mon veuk chet, mewn  duman 
on. mer will auf hp meg 
xen 


Professor Funke explaining his Translingua Script in the language 
laboratory of the State University of Iowa. 
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" Sfaltonal Accounting Machines return 131% annually 


on our investment!” — tHE upsON COMPANY, Lockport, N. Y. 


“Nationals have been tremendously valuable to us in our 
expanding and complex operations. In fact, National Ac- 
counting Machines return 131% on our investment. 
“Because of their flexibility, our Nationals handle such 
widely different accounting jobs as ledger postings, payroll, 
analysis of sales and commissions, inventory control, and 
management statements. Period closings are on schedule and 
statements are in management's hands a few days later. 
“Our operators learned how to use Nationals in a few hours 
and produce reports with speed 
and accuracy. We are also highly | 
pleased with National’s trouble- VG 
free performance.”’ Pres., The Upson Company 


In your business, too, National machines will pay for themselves, 
then continue savings as profit. Your nearby National man will 
gladly show how much you can save. 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, onto 


989 OFFICES IN 94 COUNTRIES 


For More Information Circle No. 
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UPSON PRODUCTS FOR WALLS 
AND CEILINGS: 

Strong- Bilt (water-proofed) Panels 
e Kuver-Krak Panels 

e Striated Panels 

@ 346” Panels @ Easy-Curve Panels 
a All- Weather Sheathing and 

Panels 


Primed Siding and Soffits. 


*TRADE MARK REG, U.S. PAT. OFF. 


Salional 
ACCOUNTING MACHINES 


ADDING MACHINES . CASH REGISTERS 
wer paper (No Carson Reauinen) 





difficult to learn, so during the past 
300 years numerous efforts have been 
made to construct artificial languages. 
Some of them, such as Esperanto, Ido 
and Interlingua, base their vocabulary 
on the word roots of existing languages 
(usually Latin or its daughter lan- 
guages). They are easier to learn than 
the natural they 
have a regular and simplified grammar, 
but speakers of tongues unrelated to the 
ones from which the root system is 
taken still find it difficult and time con- 
suming to memorize their vocabulary. 
Also, national pride may occasionally 
turn against them. 

Other artificial languages have con- 
structed their vocabulary without ref- 
erence to any natural language, using 
special combinations of letters, pictures 
or even tones for their word system, 
but none of these endeavors has been 
successful. Some utilized numbers, and 


languages because 


here seems to lie a greater promise of 
success since Arabic numbers and the 
decimal system are widely used through- 
out the world and form easily distin- 
guishable patterns. 


Translingua Script, which is based 
on the Arabic numbers 0 to 9 and their 
decimal combinations, is a code of 
interlinguistic communication. Each 
number stands for a word or an idea 
and means the same in any language. 

The number 7.640 
means English, cheval in 
French, Pferd in German, caballo in 
Spanish, loschad in uma in 
Japanese, Kuda in Malayan, etc. The 
French cheval in 
lingua is 12—1.80—7.640 and is trans- 
scribed in German: Er Krauft ein 
Pferd; in English: He buys a horse; in 


Translingua 
horse in 


Russian, 


il achéte un Trans- 
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Indonesian: Dia membeli Kuda, etc, 

Words of high frequency are denoted 
by simple numbers: 4 = not, 9 
30 this, 59 how?, 128 
403 sometimes, etc. 

The more common words belonging 
topic are listed in topical 
word groups and are denoted by their 
group number and individual number. 
Group 9 denotes body. The parts of 
the body then are: 9.5 head, 9.75 

tonsil, 9.300 = bone, 9.470 = blood, 
etc. Group 23 comprises the common 
pW 4 
consumer, 23.78 
bank, 23.325 
stock exchange, etc. 

The less common words are denoted, 
in addition, by their class (or subdivi- 
sion) number between group and indi- 
vidual number. Horse is 7.640 but the 
more uncommon platypus is 7.6.107 
(group 7 
concept 


very, 
around, 


to a specific 


words for business and banking: 
commerce, 23.16 
trade, 23.300 

money, 23.385 


nature, class 6 animal, 
107 platypus). Only the 
lexicographer has to worry about this 
classification because he has to decide 
which number to give each word in the 
dictionary. The Translingua 
simply looks up the number and finds 
its meaning, or he looks up the word 
and finds its number. 


user of 


The Translingua grammar is simple 
and without exceptions. The word order 
is based on the 
(predicate) 


(adjectives, 


sequence: subject— 
Modifiers 
ordinarily 


precede the word modified. Simple dia- 


verb object. 


adverbs, etc.) 
indicate case and tense, 
man (Nom.); 8.1° of the 
(Gen.); 8.1x men (pl.); 1.10 
to go; 1.10% went (past); 1.10% 
etc. 


critical marks 
e.g. 8.1 


man 


will go (future), 
The user of Translingua Script does 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these eosy-to-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands .. . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


You'll be delighted with the way sleek, colorful PLASTICO 
BINDING enriches and modernizes. The way pages open flat 
easily . . . provide unbroken doubly-impressive spreads . . . turn 
smoothly no matter how thick your book. In a wide variety of 
rich colors, PLASTICO BINDINGS “spark” the simplest cover 
treatment with dignity and prestige. Get the details today! 


———_—— 


— me ee ee oe eee FE 
PLASTIC BINDING CORPORATION wh 
| Dept. © 732 Sherman St., Chicago, § Illinois 


Please rush FREE MANUAL giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units, 


For More Information Circle No. 298 | 


Name Title 
Originators of Plastt ing in America Firm 


732 Sherman St 15 W. 24th St. Address 
Chicago 5, Ill NewYork 10, N. Y cee ee iach _. Zone __ State 





not have to leave the range of his own 
language but he should know his lan- 
guage well. With the help of a Trans- 
lingua dictionary of his native tongue 
and a knowledge of the simple rules of 
the system, he can code from or into 
it with ease, and it will not take him 
longer than a couple of weeks to learn 
it. Nor does he have to memorize the 
numbers any more than we memorize 
the numbers of a telephone directory 
(but we must have a directory and 
know how to dial). His correspondents 
in other countries must have Trans- 
lingua dictionaries of their language to 
communicate with him. 

If you want to buy a ranch in Mexico 
you may wire a realtor in Mexico City: 
1.19 — 1.80 — 24.5 — 110 — 5.375 — 


— 5.243 — 6.872 — 4.57 — 4.49 — 
— 5.361, which, with the help of his 
Spanish Transligua code book he reads: 
Se deseo comprar rancho en el norte o 


centro de México. Solicitamos una 


He wires 
— 24.5 — 


situacion. 
1.81 


oferta, precio y 


back: 1.2 114 











LOOO0O 24.16x, 
2.1 24.11 114 
$25000. 

You drive down to Saltillo, find the 
ranch to your liking and buy it. (Here 
is the English key for the two tele- 
grams: 2 and, 5 or, 110 in, 114 for 
134 near, 1.2 have, 1.19 want, 1.80 to 
buy, 1.81 to sell, 2.1 good, 4.49 give 
price, 4.57 please make offer, 5.243 
5.361 location, 5.375 north, 
6.872 Mexico, 23.55 price, 24.5 ranch, 
24.11 pasture, 24.16x 24.70 
cattle.) 

[ranslingua Script is intended for 
distinctly practical use in international 
business correspondence, for world 
news and world travel, for military liai- 
son in multilingual armies (such as 
NATO and SEATO), and for interna- 
tional scientific information. It also 
could be used for cablegrams within 
the area of the same language (e.g. 
between the British Empire and the 
United States) where it would be prac- 
tical and economical. 


Saltillo 
24.70 


134 
900 


3.55 


center, 


acres, 


“Youre getting warm!” 
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When does it pay to make 
your own Offset Negatives? 


If you want to improve the efficiency 
of your offset printing operation, 
look into the cost of negatives. You 
may be wasting time and money by 
not making your own negatives on 
a Kenro “Vertical 18” camera. Free 
negative cost calculator shows how 
much you can save. Investigate how 
easily you can make top quality line 
and halftone negatives on a Kenro. 
Send coupon today. 


KENRO GRAPHICS, INC. 


Kenro Graphics, Inc. Dept. F-11 

25 Commerce Street, Chatham, N. J. 

Please send me 

(_] FREE offset negative cost calculator 

(] FREE Kenro camera literature 

ica would appreciate a Kenro demon- 
stration. 

re 

Company.......... 

Address 


For More Information Circle No. 283 


November, 1957 





ADVANTAGES 7 

© Speed — capacity up to 6,000 

an hour. Available in 1-to-4 station 
models, 


© Accuracy — automatic detection 
of errors before envelopes are filled. 
¢ Simplicity of setting —can be 
adjusted to any job in minutes, 
without special tools or skills. 

© Feeding — friction type, handles 
wide variety of material from 
invoices and statements to checks 
and tabulating cards. 

¢ Ease of operation — al] controls 
handy on one side. 

¢ Versatility — handles widest range 
of envelope sizes — from 6 by 314 
inches up to 12 by 6 inches; even 
nests enclosures inside one another 
while inserting. 


108 


¢ Compact design — with straight- 
line, self-centering feed; all moving 
parts enclosed. 

¢ Preferred metered postage—(/s1 or 
third class) is provided by an optional 
hookup with a PB postage meter. 

¢ Backed by Pitney-Bowes service 
from 107 branches, coast-to-coast, 
in the U.S. and Canada 
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envelopes an hour 
.. Speeds mailing, cuts costs 


The new Pitney-Bowes “3100” Mail Inserting 
Machine is big news to mailers...does away with 
diverting office people from more productive 
jobs for inserting, or running up expensive overtime. 

The “3100” gathers, nests, and stuffs in 
envelopes as many as four enclosures of various kinds 
... closes, seals, counts, and stacks envelopes at 
speeds up to 6,000 an hour. An optional postage meter 
machine hookup provides preferred metered mail 
postage, either first or third class—or alternative posta 

It equals the production of eight trained workers. 
Some users report time savings up to $7.00 per thousand 
pieces. Even with only occasional use, the PB “3100” 
can show you appreciable savings. It speeds mailing, 
and permits better scheduled mailings, allows 
more mailing to promote your product or service. 

For details, call the nearest PB office or send 
coupon for free illustrated booklet and user case studies. 


ge 


et 


PITNEY-BowEs, INC. 
3453 Crosby St., 
PITNEY-BOWES Stamford, Conn. “Ss 


i 
] 
i 
: 
Mail Inserting Machine | Serd illustrated booklet on the 
i 
1 
1 
| 
| 
i] 
1 


‘ “3100” Mail Inserting Machine, 
Made by the originator of the postage and case studies. 
meter...leading manufacturer of mailing 
machines. 107 branch offices with service 


coast to coast in the U.S. and Canada. 


Name 


Address 


meme mee mmm 
For More Information Circle No. 375 
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National Lead Company’s 
Order-Billing- 


Inventory 


System 


J. W. FERGUSON, Controller, 
Atlantic Branch, National Lead Co., 


New York 

TELEPRINTER has become an 
A inexpensive, but highly effective 
adjunct, when integrated with punched 
card accounting in our system which 
incorporates simultaneous writing of ex- 
tended 
and, as a by-product, makes possible the 
swift production of daily and weekly in- 
ventory reports. It also provides us with 
sales analysis statistics we can distribute 


invoices and warehouse orders 


within our organization more quickly 
than ever before. 

National Lead’s invoice-order writing 
system calls for a reversal of the normal 
procedure. Instead of producing a tape 
from which punched cards are made, 
we make punched cards first, After 
these cards are run through our Rem- 
ington Rand Univac 60, a tape is auto- 
matically punched and fed directly into 
our Teletype machines for order-invoice 
writing. 

We have been using this system on a 
relatively small scale, keeping it chiefly 
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within our Atlantic branch, one of Na- 
tional Lead’s numerous branches which 
distribute Dutch Boy Paints and scores 
of other products throughout the na- 
tion. We have held its use to paint and 
pigment products because our metal 
products are not off-the-shelf items and 
require a approach. Our 
theory was to start using the computer 
on a difficult but localized operation. If 
it worked out well, other applications 
would be feasible. 

The system’s potential is now appar- 
ent. It constitutes the basis for produc- 
tion requirements for our Long Island 
City, N. Y., warehouse and our Perth 
Amboy, N. J., warehouse and plant. 
In the future, the Atlantic Branch’s 
metals operation may be brought into 
the system. We already have tested the 


different 


possibilities of expanding the system’s 
talents geographically by shipping or-. 
ders through the Atlantic Branch in 
New York for our Philadelphia and 


The Card-O-Matic punch sets up a com- 
plete, error-free processing cycle for 
National Lead Co. orders. 
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THE OFFICE 





a1 form han 


les rail, truck, 


express, parcel post o.. ies 
plus billing! 

















Regardless of how you ship . . . whether 
by rail and truck exclusively or by parcel 
post or express, or by a combination of 
these . . . this one Baltimore Business Form 
does the complete job better, faster, easier. 
Invoices, labels, packing slips, accounting 
copies and combination express-bills of 
lading leaves, all typed together on this 
amazing job-tested form. 


Save Money! Your firm can realize 
immediate cash savings. This simple form 
reduces typing time and helps eliminate 
costly clerical errors. You owe it to your- 


self and your company to investigate this 
quick, easy way to help streamline and cut 
costs in your billing and shipping 
operation. 


Free Samples and Recommendations! 
At Baltimore Business Forms every repre- 
sentative is an experienced system planner, 
capable of solving any business form prob- 
lem. For your free samples call your Balti- 
more Business Forms representative listed 
in the Yellow Pages, or write direct to: 
THE BALTIMORE BUSINESS Forms Co., Dept. 
A, 3144 Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) : 
Saving time and reducing costs in business and industry 


For More Information Circle No. 208 
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Boston offices. This is the way the 
order-invoice writing system functions: 

As before, our sales department edits 
orders first, then passes them to the 
credit department for its approval. Once 
this approval is obtained, the order goes 
to the Univac section, where it is given 
to a Card-O-Matic punch operator who 
has two files of pre-punched cards. One 
master file of cards, 
punched with the customer’s name and 


is a customers’ 


A sight-check of quantities and descrip- 
tions of items is all that’s needed to prove 
the accounting of orders. Computation is 
automatic and _ self-proving. 


address; and data on shipping, routing, 


salesman, industry, tax classification, 
etc. When a customer’s Order comes be- 
fore her, she merely selects the proper 
cards from the file and inserts them in 
the machine’s reproducing slot. Dupli- 
cate cards are punched automatically. 
The operator manually key punches 
only the number of the current order. 
The other file, which the operator 
has, is a master file of product cards. 
There is a card for each paint and pig- 
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ment product in each of the sizes avail- 
able—about 1,000 cards in all. On the 
basis of the written order, she selects 
the pre-punched card for each product 
and places it in the machine’s reproduc- 
tion sensing device. The product and 
size are punched into a new card auto- 
matically. She manually punches only 
the keys necessary to indicate the quan- 
tity of each item and the price. The in- 
formation is recorded on a duplicate 
card and the pre-punched master card 
is replaced in the file. 

If an item is out of stock, a red plas- 
tic signal appears on the master product 
card. Seeing this, the operator produces 
a special card which enters the word 
“later” in the price extension field to 
indicate the product is not being shipped 
immediately. She also punches a back- 
order card which is kept in a_ back- 
order file ready for immediate use with- 
out further punching when the product 
again is in stock. 

After interpretation, the cards are 
sent to a checker who matches key- 
printed words with the written order. 
If the words match properly, all other 
information in that card is correct. The 
checker thus ascertains the accuracy of 
the automatic punching operation to 
eliminate the possibility of accounting 
errors, yet is saved the necessity of 
reading each word of the order. 

The checked cards, corrected if 
necessary, then are fed into the com- 
puter which automatically figures price 
extensions, case and truckload dis- 
counts, city taxes, gross weight of ship- 
ment and total charge for each order, 
all of which is punched into the cards 
by the computer. 

The cards are then run through a 
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Because Facit gets results—quickly 
and easily. Solve any problem 
single-handed, with the ten fastest 
keys to calculating ease. The 

fully automatic Facit—multiplies, 
divides, adds, subtracts—and does 

it all with the five fingers of 

one nimble hand. 

RUSTPROOF, DUSTPROOF, FOOLPROOF 


FACIT INC. 


404 Fourth Ave., New York 16, 
or 235 Montgomery St., San Francisco 


A few dealer territories still open— 
Inquire about your area. 








SOLD AND SERVICED IN MORE THAN 100 COUNTRIES ° INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 


For More Information Circle No. 228 
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card-to-tape converter which transfers 
all the information to five-channel tape 
which can be fed into one of the three 
Teletype transmitters in our New York 
office. The cards themselves are placed 
in a daily work file for further process- 
ing to produce comprehensive daily and 
weekly inventory, sales analyses and 
other management reports. 

Key to making the system work at 
this point was forms design, which was 
handled in cooperation with representa- 
tives of Standard Register Co. whose 
Kant-Slip continuous forms we use in 
our teleprinters. We had to perfect a 
method by which we could take infor- 
mation from our punched cards, print it 
on invoice forms in our office, simul- 
taneously printing only a portion of it 
on order-shipping forms at the ware- 
house for order fulfillment. Because the 
amount of space needed for the tape 
printed material did not jibe with the 


amount of typing we could suppress on 


the warehouse machines, there was 
some overlapping on the forms. Stand- 
ard Register and Bell System representa- 


tives resolved this problem by realign- 
ing the forms so that the order and in- 
voice forms appear to be 5/16” out of 
kilter with each other. This allows all 
the space needed for Teletype printing 
at both ends of the circuit. 

With the spacing difficulties elimi- 
nated, we were able to feed the tape 
into our Teletype transmitter to produce 
nine-part invoice and eight-part ware- 
house order forms at the same time. In 
both warehouse and office machines we 
use the Kant-Slip continuous inter- 
leaved carbon forms. The first and sec- 
ond copies are labelled original invoice 
and duplicate invoice and go to the 
customer. Copies of these and three 
other copies (tabulating department, ac- 
counts receivable and salesman’s in- 
voice copies) are kept in the unshipped 
order file (terminal digit) until shipped. 
The last three parts are separated from 
the set and go to their appropriate des- 
tinations. These are the acknowledg- 
ment of order, salesman’s order copy, 
and sales expediting order copy which 
is kept filed alphabetically in the sales 


The Univac 60 
computer extends 
invoices at the rate 
of 150 cards a 
minute and gives 
National Lead a 
daily inventory 
count plus a week- 
ly inventory recap. 
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when do you use 
paper by neenah? 


Neenah is not ordinary paper and not recommended for 
ordinary use. It’s manufactured by the Neenah 

Paper Company—specialists in cotton fiber bonds 

and onionskins . . . and is primarily used by 

leading printers when they create quality letterheads. 
You can use Neenah typewriter papers when your 
messages must impress, and when your messages must 
be kept in perfect condition for years. A few 
recommended uses are— 


® Briefs ® Certificates 
Contracts e Valuable records 


¢ Documents ¢ Prestige Correspondence 


e Abstracts e Financial and legal reports 
Neenah papers are also available ream wrapped. 
jee 


Please send me the free pamphlet, Boxed Typewriter Paper 
..- how to buy it and why, plus a list of distributors handling 
Neenah Typewriter. Papers. 


Signature 


leenuh, Attach to your letterhead and mail to: 0s 
Wey ~neenah paper company, neenah, wisconsin 
, A DIVISION OF KIMBERLY-CLARK CORPORATION 
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department. A blockout prevents the 
information in the price columns from 
being entered on the acknowledgment. 
In its place, conditions of sale are 
printed on this copy which goes to the 
customer. 


The teleprinter, using Kant-Slip marginally 
punched forms, is an inexpensive but 
effective accounting tool under the National 
Lead program. 


On the receiving end of the circuit at 
the warehouse, the forms set contains: 
the manufacturing order copy which is 
kept at the warehouse or manufactur- 
ing department; the New York office- 
billing copy which is used as a shipping 


advice; the plant office order copy 
which is sent to the plant office; the 
customer’s shipping advice which is 
sent with the goods to the customer; the 
straight bill of lading which serves as 
a permanent receipt and is the media 
against which freight bills are approved; 
the shipping order which is the carrier’s 
copy; and two memo forms for ware- 
house use. 

The process of electronic order- 
invoice writing just described comes to 
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an end each day at 4 p.m. The computer 
then is put to work on our new daily 
inventory. By 5 p.m. we have an up-to- 
the-minute printed inventory. It works 
this way: 

During the day, the office computer 
section is notified of all transfers of 
stock into the warehouse and cards to 
account for the presence of this stock 
are punched. When the day’s order- 
invoice writing is completed, the com- 
puter operator takes all the cards from 
the daily work file and puts them 
through a sorter. This separates all 
cards containing headings and other in- 
formation not needed for inventory pur- 
poses, from the product cards. 

Into the computer’s magazine go four 
types of cards: old-balance inventory 
cards showing the previous day’s in- 
ventory; cards showing all the additions 
to inventory during the day; cards show- 
ing all the day’s sales; and a deck of 
new-balance inventory cards. The latter 
are punched for product and container 
size, but not for the number of units 
left in stock. It is this information that 
the computer will supply. 

Processing the cards at approximately 
150 a minute, the computer completes 
the entire day’s job in about 15 minutes. 
The sorter then selects the new-balance 
inventory cards which are placed in the 
tabulator. Within five minutes, the tabu- 
lator provides a complete inventory ac- 
counting on an availability basis, printed 
on continuous forms. 

The product cards with which our 
computer operator has been working 
are placed in the unshipped-order file 
at the end of each day. The next morn- 
ing our office receives the day’s ship- 
ping advices from the warehouse, ac- 
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Highest quality... 
lowest prices ever! 


Sc 


REG. U.S. PAT. OFF. 


QTCH 


Cellophane Tape 


STICKS TIGHTER! ‘‘Scorcn’”’ 
Brand Cellophane Tape 
has a quicker ‘‘grab’’, 
holds tight longer. You 
use less of it! 


ss 
—= : 
(( or 
IN 
OTHER TAPES 
l \ BREAK 
~ 


"SCOTCH" BRAND /{ 
TAPES UNWIND \ 
WITHOUT BREAKING \ 


EASY UNWIND! Patented 
‘feasy release’ backing 
treatment lets “ScoTcH”’ 
Brand unwind without 
breaking. 


NO MORE 
TELESCOPING . .. 


——~. ROLLS KEEP 
(“4 THEIR SHAPE 


THANKS TO 
THIS 


CAN’T TELESCOPE! Exclu- 
sive AIR CUSHION 
CORE eliminates tape 
waste caused by bother- 
some telescoping. 


SOME TAPES 
DETERIORATE IN 
APPEARANCE 
AND QUALITY 


/ Srr™ ’ 
\ 
“SCOTCH” BRAND 
TAPES ARE ALWAYS { 
FACTORY-FRESH \ 4 


CONTROLLED AGING! Air 
and moistureproof cello- 
phane-and-foil wrap...tape 
is fresh when you buy it— 
fresh when you use it! 


OUTPERFORMS other tapes 
10 to 1! Exacting packag- 
ing tests prove “ScoTcH”’ 
Brand has 10 times 
greater holding power. 


HIGH-QUALITY ADHESIVE! 
No bleeding, oozing or ad- 
hesive transfer under nor- 
mal conditions with 
“ScoTcH” Brand! 


LOWEST TAPE PRICES IN HISTORY are now in effect—your opportunity to 
enjoy famous “Scotcn”’ Brand quality at dollar-saving prices! 


SEE YOUR SUPPLIER NOW for time-saving “Scotcn”’ Brand Cellophane Tape 
and tape-saving dispensers! 


The term “‘Scotcn” is a registered trademark of Minnesota Mining and Manufacturing § 
Company, St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y.In {¥ 


Canada: P.O. Box 757, London, Ontario. 
For More Information Circle No. 209 
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companied by an adding machine list- 
ing of order numbers and units shipped. 
The item cards applicable to these ship- 
ping advices are removed from the un- 
shipped file and listed on the tabulator 
to show units shipped and dollar value. 
After agreement between the tabulator 
listing and the adding machine listing 
is obtained, the cards are transferred to 
the shipped file for reporting the weekly 
inventory on a book basis. The invoice 
sets are then removed from the un- 
shipped-order file, dated with an elec- 
tric date stamp, and copies distributed. 

Our branch’s fiscal week runs from 
Friday morning to Thursday night. This 
enables us to complete the inventory 
process on Friday and have the inven- 
tory and weekly delivery information 
in executive, production and sales offices 
by Monday morning. 


The weekly inventory is done on the 
same basis as the daily, but it is a book 
inventory of quantities actually on hand 
as contrasted with the daily inventory 
which is of quantities uncommitted, and 
takes about 30 minutes longer (about 
90 minutes) to complete. Working with 
the shipped-order file, the operator 
places in the computer the old-balance 
deck showing the previous week’s in- 
ventory; all the transfer-into-warehouse 
cards for the week; all shipments for 
the week; and a blank new-balance 
inventory deck. The computer then 
yields punched cards indicating ships 
ments made during the week by 
product and size as well as cards for 
the new book inventory for that week. 
These cards are fed into the tabulator 
to produce a printed account of the 
weekly book inventory, including com- 
parison with established minimum and 
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maximum quantities. 

Periodically, summary cards of 
branch’s overall business picture are 
placed in the card-to-tape machine and 
the tape produced is mailed to our 
Philadelphia office to be used in pre- 
paring various statistical reports. 

Our Atlantic branch’s system thus has 
been able to lighten part of a load that 
the Philadelphia installation previously 
had to carry by itself. We also have 


our 


been able to provide replenishment re- 


ports which let the production depart- 
ment know how many units below maxi- 
mum are in the warehouse for each 
product. 

The system provides answers to many 
aspects of the back-order problem. We 
no longer send information to our ware- 
house only to learn from them that the 
product is out of stock. 


Previously our orders and non-ex- 
tended invoices were teleprinted from 
manually punched tapes. The invoices 
were later extended, after shipment, on 
billing machines. Now, pre-punched 
information cards eliminate the possi- 
bility of typographical errors during 
manual typing, verification and price ex- 
tension. The new system enables us to 
get more information faster to manage- 
ment and to all other areas of our or- 
ganization. We have been able to dove- 
tail production and sales much more 
closely and fill more orders from a com- 
parably smaller inventory. 

Our goal is to have shipments made 
on the day after receipt of order and 
invoices in the mail by the second day 
after an order is received. Basically, 
the greatest justification of the system 
is that it provides an economical way 
to provide better customer service. 
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Save up ‘to 80% in type composition 
with the Friden Justowriter® 


REPRODUCER 


You can save by installing the Justowriter automatic tape-operated 
composing machine in your office. With the Justowriter it is no longer 
necessary to buy costly typewriter or hot metal composition. Any typist 
can set clean, sharp, justified (even margins) professional composition 
right in your office. Copy can be set directly on any duplicating master 
or reproduction proof paper. 





This means that you can save money on every printing job, large and 
small. You can set justified composition for all the applications listed 
and many more too. 


It’s as simple as this: One keyboarding on the Justowriter Recorder 
produces visible copy and a punched paper tape. The tape operates the 
Justowriter Reproducer to set sharp, justified, direct image plates or 
reproduction proofs....automatically at 100 words per minute. Fourteen 
different type styles are available in sizes from 8 to 14 point. Author’s 
alterations or changes can be made easily by duplicating the tape. 








Hundreds of companies are now saving upto 80% in composition costs 
with the Friden Justowriter. Write today for actual cost-saving facts. 


The above copy was set on the Justowriter 





Friden Calculating Machine Company, Inc. 
San Leandro, California 


Soles ond service throughout the world 
For More Information Circle No. 247 
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How Much Does It Cost to 


Own a Figuring Machine? 


ED BRUEGGEMANN, Calculator Specialist, 


Victor Adding Machine Co., Chicago 


OW MUCH does it cost to have 
an adding machine on a desk in 


your general office? How much does it - 


cost to have a calculator instead? How 
much does it without a 
machine? These are questions that must 
be answered fully by any office machine 
buyer, preferably before he buys. This 
article will show one company’s answer 
to the problem of “how much?” 

It is axiomatic that the cost of any 
capital expenditure must be pro-rated 
and distributed as a part of the whole 
operation to determine its true cost. 
Modern figuring machines are defi- 
nitely capital expenditure items. Here 
are average cost figures and percent- 
ages for an adding machine station: 


cost to be 


Operator's salary 

Space (pro-rated) 

Desk, chair, supplies, etc. 
Electric adding machine 


TOTAL COST 


You will notice that the average 
adding machine station in an office 
would cost approximately $276.77 each 
month. This includes the operator’s 
salary, the space the station occupies 
in the office, the monthly depreciated 
expense of a popular electric adding 
machine, the desk and a chair plus 
administrative expense for supplies. 
Note that the pro-rated depreciation 
expense of the adding machine is the 
least of the individual costs. 

How much does it cost without an 
adding machine on that desk? Cer- 
tainly the operator cannot do the work 
as fast by hand. And what about the 
accuracy of pencil-and-paper figuring? 

Quite obviously, the 1.22% will be 


MONTHLY 
COSTS 


$250.00 
18.00 
5.40 
3.37 


$276.77 


PERCENTAGE 
OF TOTAL 


90.33%, 
6.50 
1.95 
1.22 


100.00°%, 





Tue Orrice—November, 1957 





| 


DUPLIK ator 


the quality line 
for faster, easier 


offset duplicating 


DupliKator products 
with confidence. Every 
phase of manufacture 
is rigidly controlled for 
quality and uniformity. 
As a result, the DupliKator - 
label is your guarantee of — 
the most complete 
profit- protection 


INTERTYPE 


CORPORATION 


Distributed in Canada through Alum-O.-Lith 


_ PLASTIC FOUNTAIN BOTTLE 


For More Information Circle No. 250 











The weekly meeting of the executive com- 
mittee started 15 minutes ago. But already 
the atmosphere is slightly sticky. The man- 
agement’s figures haven’t exactly met with 
unanimous approval. 

What do these figures show? A pretty 
discouraging profit picture. And the com- 
mittee considers it’s gone on long enough. 
After all, business is great. But costs keep 
zooming ... while retained earnings dwin- 
dle. The boss has got to find a way to plug 
those profit leaks. 


What’s the solution? Keysort punched- 
card controls! With Keysort’s fast, accu- 
rate, on time reports you can spot money- 
losing operations practically as they happen 
...can move at once to tighten scheduling, 


M°BEE 


reduce overtime, shorten your manufactur- 
ing cycle. Result: improved value from in- 
vestment in labor and materials... greater 
profit from present volume. 


Keysort punched cards — speeded by the 
new Keysort Data Punch which simultane- 
ously imprints and code-punches production 
or sales information — today offer the most 
practical, most flexible means of obtaining 
the fast, accurate, comprehensive reports 
you need for complete control of your busi- 
ness and profits. Without disrupting your 
present accounting methods. At remarka- 
bly low cost. 


The nearby Royal McBee man has a pre- 
sentation which will show you how it’s done. 
Phone him, or write us. 


Punched-card controls for any business 


ROYAL MCBEE Corporation, Port Chester, N.Y. 
Offices in principal cities. In Canada: The McBee Company, Ltd.,179 Bartley Drive, Toronto 16. 


For More Information Circle No. 306 
























included in the labor factor and the 
station will still cost $276.77 each 
month. In other words, a business is 
paying for that adding machine whether 
it has it or not. If there is any volume 
of figurework at all, it is saving money 
by putting an adding machine on that 
desk. 

For example, suppose an office has 
some volume of figurework. Let’s say it 
isn’t very much and perhaps there is a 
hand adding machine to help out. An 
electric adding machine will certainly 
save at least 10 minutes a day over the 
hand figuring or pulling the handle on 
the manual machine. Only 10 minutes 
a day is a savings of 26c per day, $1.30 
per week or $5.59 each month. 

How much does it cost to have an 
automatic printing calculator on that 
desk? Here again are average figures: 


Operator's salary . 
Space (pro-rated) |. 
Desk, chair, supplies, etc. 
Popular printing calculator 


TOTAL COST 















The figures show that the average 
calculating station with an automatic 
printing calculator would cost approxi- 
mately $278.69 each month. They also 
show that the pro-rated depreciation 
expense of the calculator is the lowest 
cost of the entire station. 

How much more does it cost to have 
a calculator? The actual difference in 
dollars and cents is only $1.92 per 
month, 48c per week or about 10¢ a 
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day. When the operator is paid $250 
per month, $62.50 per week or $12.50 
per day, she need only save four min- 
utes a day over the use of the adding 
machine to pay for the calculator. This 
is only 30 seconds out of each hour 
during a normal eight-hour work day. 
In most cases, depending on the figure- 
work, the operator will save a lot more 
than four minutes a day and then her 
employer is really saving money when 
he buys the calculator. 

At a daily savings of four minutes, 
the station is breaking even and just 
paying for the calculator. Let us say 
the operator can save an additional ten 
minutes or just 14 minutes a day. Four- 
teen minutes is a savings of 36c a day, 
$1.80 a week or $7.74 a month. When 
the calculator costs the businessman 
$5.29 a month and he has a savings of 














MONTHLY PERCENTAGE 
COSTS OF TOTAL 
$250.00 89.71%, 

18.00 6.46 
5.40 1.94 
5.29 1.89 

$278.69 100.00°%, 





$7.74, his net profit in purchasing and 
using the calculator amounts to $2.45 
each month. In ten years, it adds up to 
$294. That’s a lot to lose by not using 
a calculator. 

Analysis of your own particular ex- 
penses and justification for an adding 
machine or calculator station will re- 
sult in a more efficient office. You can 
determine the value of an adding ma- 
chine or calculator in your own office. 
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WRONG 








lin Employee Relations | 


ROUNDUP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


How Strict Should You Be on Lateness? 


What Happened: 


The company had a problem with 
lateness for a long time. It had tried 
warnings, pay deductions, various kinds 
of penalties—with no effect. So out 
came a new rule: Any worker who was 
late more than 11 times a year got fired. 
“Late” meant arriving after the official 
starting time of 9 a.m. No exceptions! 
When Anna Gedman turned up tardy 
for the twelfth time in seven months, 
she was discharged. Anna _ hollered 
“Unfair!” She complained: 

1. Nobody has ever before been fired 
for as few as 12 latenesses a year. In 
the past people had been allowed 24 
latenesses a year, and sometimes even 
36—without any penalty at all. 

2. It wasn’t reasonable not to give 
an employee a talking-to or warning. 
Just 12 latenesses and out you go! 

3. Two of those 12 times I was only 
one minute late, and another time only 
two minutes late. 

To which the company replied: 

1. Maybe 36 latenesses a year were 
allowed without penalty in the past, but 
that doesn’t mean we have to keep on 
allowing it. 
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2. A number of workers keep their 
tardiness down to no more than four 
times a year. We think twelve is ample. 

3. The employees were told unmis- 
takably and positively that 12 latenesses 
in a year would be cause for dismissal. 
They were told to check with their su- 
pervisors to find out how their lateness 
records stood. They were told to keep 
a record themselves for their own pro- 
tection. Considering all this, “12 late- 
nesses and out you go!” is reasonable. 

4. Workers were told that anyone ar- 
riving after 9 a.m. would be given a 
tardy mark. One minute past nine is 
as truly late as 15 minutes past nine. 


Was the Company: 
RIGHT () WRONG [() 


WHAT ARBITRATOR RUSSELL 
SMITH RULED: “It is apparent that 
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NEW EDITION OF THE 


fees wcwirow? 
the Business Wolf 


Over 100,000 copies in use . . . 192 pages of Record Keeping Forms and 
Equipment — Accounting Systems and Sheets; Payroll Systems; Time 
and Stock Records; Order and Receipt Books; Machine Bookkeeping Trays 
and Forms; Ring Binders, Post Binders, Visible 
Binders — all in-stock at 4600 National Dealers. 


Save Money on Cost of Printing Special Forms 
. .. Save Money on Inventory 
. . . Save Money on Special Binders 
. Get High Standard of Workmanship 
and Uniform High Quality. ove ss 
ONLY $1.00 recor 1 


4 colors — 192 pages showing 
over 2000 forms and binders 
you can order from your 
National Blank Book Stationer. 


| 


Helps Cut Costs in All Departments 





{ 
\ 
Production Department — Accounting — Accounting Systems and Purchasing — Purchase and 
Time and Stock Record Sheets, Multiple-Posting Payroll Outfit Stock Records, Vouchers, 
Sheets, Perpetual Inven- and Accounts Receivable Outfit, Depre- Stock Control Forms, Visible 
tory Forms. ciation Record, Analysis Pads, Payroll Systems. 
Systems, Post Binders, Tax Records. 











Sales — Special Catalog Advertising — Visual Display Albums, Shipping & Warehousing 
Covers, Prospect Records, 3-Ring Binders, Business Gifts’ Photo — Shipping Records, Per- 
3-Ring Binders, Order and Albums, Trip Books, Memo Books. petual Inventory and Stock 
Receipt Books, Address Records, Bill of Lading 
Books, Appointment Books. Pads, Receiving Records. 


NATIONAL BLANK BOOK COMPANY 


Tk RE Dept. 811, Holyoke, Massachusetts 


Book Stationer 
or send 
this coupon with B Name....... 


$1.00 Company 
today Street...... 
eee 








Please send my copy of your new 192-page Records Catalog. One 
dollar is enclosed. 


For More Information Circle No. 287 
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the new rules were quite drastic and 
hardly to be anticipated. Not only was 
the number of instances of tardiness 
permitted during a 12-month period 
sharply reduced, the system of warnings 
was entirely eliminated and employees 
were required to keep their own records. 
A single penalty was provided for, 
namely, discharge, without regard for 
individual circumstances. Thus, in the 


present case, the fact that grievant was 
tardy on two occasions by only one 
minute, and another by only two min- 
utes, has been treated as immaterial. 
Under all the circumstances, including 


particularly the history of the treatment 
of tardiness, I am forced to conclude 
that the rules are arbitrary and unrea- 
sonable. I do not hold that it is neces- 
sarily unreasonable to define ‘chronic 
tardiness’ in terms of a fixed number of 
tardinesses in a given period, but I think 
it is unreasonable to do so if this num- 
ber is reduced from the number allowed 
in the past, if notices are not issued to 
the employee, and if the rules make no 
provision for a graduated system of 
penalties—with a lesser penalty or pen- 
alties preceding discharge. The griev- 
ance is sustained.” 


Is Granting a Leave of Absence Mandatory? 


What Happened: 


The company rule regarding leave of 
absence reads: “Leaves of Absence ex- 
ceeding two weeks shall not be granted. 
These leaves must be requested on a 
form provided by the personnel office.” 

Charles Quarrez went to the person- 
nel office and got the required form. 
He filled it out and indicated that he 
wanted a ten-day leave to attend his 
cousin’s wedding in a distant city. The 
following day he was told by his super- 
visor that his request for leave was 
turned down because he couldn’t be 
spared at this time because of certain 
“rush” orders. 


Quarrez felt that the company was 
quite unfair in denying him the leave, 
and that it had no right to do so. He 
claimed that the rule only said that the 
leave could not exceed two weeks, and 
had to be requested on a special form. 
He had complied with the rules. 

The supervisor replied that the com- 
pany had to be the judge of when leave 
was to be granted, and the reason for 
the leave as well as the company’s needs 
had to be taken into consideration. 
Quarrez still felt that he had a right to 
the leave, and took the case to arbi- 
tration. 


Was the Supervisor: 
RIGHT [| WRONG (7) 


WHAT ARBITRATOR WILLIAM W. 
WAITE RULED: “The proper dis- 
charge of normal management responsi- 
bilities requires that the company have 
control over the number and type of 
employees on duty. Even though the 
published rule does not specifically indi- 
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The highest quality 
T’S iia'da adding machine at 


the lowest price! 


% 9 & Now being 
introduced 
for the 
NEW! ©: 
@ in America! 


e Large Capacity ‘ ‘10 Key 
— 10 Total 11” 


He Credit balance and 
subtraction in RED. 


IT’S TOTALLY DIFFERENT! 
It’s Years Ahead in Design, Construction and Performance 


@ All parts precision : : e@ Easy-to-get-at mechan- 
made of top grade fe WT, ism for cleaning and 
hardened steel, coated ~ - 2 maintenance. 
with copper and re- gto a: ” 
coated with nickel for = om e Comes equipped with a 
a lifetime of trouble- ® separate lever to op- 
free operation. ae sp erate manually as well 

Oe, Pe as electrically 


iT’S THE : Unbelievably Low “ 
=—_— 


at 
ELECTRIC $29950 nt 
ADDING (Approximatel po. le 
ximate ss 
MACHINE pa other 1 Ba of 


LARGE CAPACITY 10 KEY — 10 TOTAL 11 (with CREDIT BALANCE) Comparable quality) 


The BRUNSVIGA Model 111RT brings you many 
quality features never before found in an add- 
ing machine at this amazingly low price. For 
proof of smooth and dependable performance 
practically service-free, see your local dealer 
for a demonstration—or send coupon for name 
of nearest dealer. 





TYPESALES, INC. 
419 Broome Street. New York. N. Y 
Gentlemen 


We are interested in the BRUNSVIGA Model 111RT Electric Add. 
ing Machine 


C) Please send us free literature 
(© Please arrange for a free demonstration 


NAME TITLE 
COMPANY. 
ADDRESS 
City. STATE 
DEALER'S NAME 
For More Information Circle No. 265 
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Manufactured by the 

BRUNSVIGA MACHINE WORKS, Braunschweig, Western Germany 
Sole Selling Agents in the U.S.A and Canada 

TYPESALES, Inc., 419 Broome St., New York, N.Y 
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cate that leaves are within the discretion 
of management, it would be most un- 
realistic and impractical to assume that 
it was intended to allow workers indi- 
vidually to decide when and to whom 
leaves are to be granted. The rule must 


be interpreted to mean that leaves of 
over two weeks will not be granted 
unless the circumstances are most un- 
usual, whereas shorter leaves will be 
granted at the company’s discretion. 
Grievance denied.” 


Must You Pay a Worker for Time Spent Bawling Him Out? 


What Happened: 


Jim Stark reported his press down. 
The mechanic tightened a loose part 
and Jim was running his press again in 
about two minutes. But it was closer to 
15 minutes before he reported that his 
downtime was over. Meanwhile he was 
getting the downtime rate plus his regu- 
lar incentive production rate. Stark’s 
supervisor took 20 minutes to teil him 
what a dim view he took of such for- 
getfulness. Stark entered a claim for 


the 20 minutes’ pay at his base rate. 
The company refused to pay up. Stark 


wouldn’t take “no” for an answer be- 
cause: 

1. Day-rated workers get bawled out 
on company time—why should an in- 
centive worker have to get bawled out 
on his own time? 

2. Even though there is supposed to 
be a rule about it, one supervisor does 
one thing—another does something else. 
There’s leeway, so why shouldn't I get 
paid? 

The company answered: 

1. There is an established rule that 
an incentive worker does not get paid 
for time spent in reprimand. 

2. If there are any exceptions, it’s 
only when the supervisor feels that the 
reprimand was not justified. 


Was the Company: 
RIGHT (1) WRONG (0 


WHAT AN ARBITRATION BOARD 
RULED: “Judging from the company’s 
general position, there exists a clear-cut 
policy (unpublished) which denies in- 
centive-rated employees payment for 
time lost during interviews set up for 
the purpose of disciplining the em- 
ployee. The general tenor of the testi- 
mony convinced the board that those 
who are in charge, in reality, do not 
know of any such rule and that each 
man decides each case according to his 
own judgment. His judgment, in turn, 
is based on what he considers to be 
‘right.’ Thus, day-rated employees are 
never penalized, while some incentive- 
rated employees are penalized only 
when the supervisor feels they are guilty 
as charged. This conglomeration of de- 
cisions can lead only to discriminatory 
action and the so-called ‘policy’ must 
therefore be found nonexistent. In the 
board’s opinion, all employees called in 
to be disciplined during their working 
hours must be paid for the time they 
spend away from their work, the pay- 
ment to be made at the employee’s base 
rate.” 
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and from 
coast to coast... 


AMERICA DOES BUSINESS 
f~ ON 


Thousands of 
printers can 
supply Nekoosa 
Papers... 

more than 

135 Nekoosa 
Paper Merchants 
distribute them. 


pays to 
plan with 
your printer! 





Nekoosa Bond @ Nekoosa Ledger @ Nekoosa Duplicator @¢ Nekoosa Mimeo @ Nekoosa Manifold 
Nekoosa Offset e Nekoosa Copy-Fax e Nekoosa Opaque e Nekoosa Master-Lucent e and companion ARDOR Papers 
NEKOOSA-EDWARDS PAPER COMPANY ® PORT EDWARDS, WISCONSIN 
MILLS AT PORT EDWARDS, AND NEKOOSA, WISCONSIN, AND POTSDAM, NEW YORK 


For More Information Circle No. 206 
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New Twin-Pak ribbon comes 
rolled in two cases. Nothing to 


wind! Nothing to thread! 


Now...changing a ribbon is so 
clean and easy you can do it 
with white gloves on! 


oe ee tS 8 


It’s a snap! Lift out the old Twin-Pak 
..-drop in the new. And look—no more 
smudgy fingers! 
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Sottes touch in typing! 


Even the ribbon is easy to change on the 


new improved ROYAL ELECTRIC with Twin-Pak 


It’s like the difference between “‘patting”’ and “‘punch- 
ing,”’ typing on the new Royal Electric. Your secretary 
gives letters a crisp ““‘book-look”’ almost effortlessly. 
Her fingers fly faster...relaxed all day long 
because it takes less than two ounces to press down a 
key. Less than three ounces to depress the carriage 
return key. It’s the softest touch in typing. 

And new Twin-Pak makes ribbon changing so 
easy, you’re always sure of a sharp, clean impression. 

Fact is, this new Royal is 4 times easier to operate 
than a non-electric typewriter. No other typewriter 
even comes close to its easy speed and convenience. 
Nor to its smart new lines and beauty. 

Take your pick of office-brightening Cameo Pink, 
Sandstone, Sea Blue, Willow Green or Pearl Gray. 

Why not plan now to dress up your letters? 

And help your secretary whip through those rush 
jobs, as well as her regular typing. Free her for other 
duties. Call your Royal Representative today for a 
one week free office trial. 


ROYAL electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 


For More Information Circle No. 259 
Tue Orrice—November, 1957 





(Ail photographs 

this article are 4) 
Bryce Finch and Bob 
Jackson of the Baptist 
Sunday School Board) 


How Office Machines 
Help to Spread the 
Message of Religion 


AGNES G. FORD, Sunday School Board of the 


Southern Baptist Convention, Nashville, Tenn. 


ONE are the circuit riders, 
G a. walking evangelists, and the 
brush arbors as media for the message 
of religion. Today, a new approach is 
being used. Modern methods carry on 
religious activities and major religious 
programs the same as in commercial 
business organizations. 

With service to customers and econ- 
omy in mind, the Sunday School Board 
of the Southern Baptist Convention, 
Nashville, Tenn., switched to modern 
mechanization for its vast mailing op- 
erations. The move was made because 
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it was apparent that something drastic 
would have to be done to handle phys- 
ically the phenomenal increase in its 
business, and that expected in the com- 
ing years. Moreover, for the next dozen 
years, according to population analysts, 
there will be a shortage of clerical labor 
because of the decline in the birthrate 
during the depression and the early 
years of World War II. 

The answer, according to executives 
of the Sunday School Board, was to 
“turn the work over to machines,” and, 
through automation, be in a position 
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this coat of surface size lets you run 
9-lb. manifold on offset duplicating machines 


< 


100% bleached chemical wood pulp 


ALPENA MANIFOLD 


The dual-finish sheet (offset or letterpress) for use where you 
have a weight, storage, filing, or handling problem. Choose 
Alpena Manifold made in white and six brilliant colors, for mailing 
pieces, rate books, packaging inserts, statistical reports, multicopy 
baie forms, etc. Junior Cartons and cut sheets (8!/2 x |11-—8'/2 x 14 up) 
for easy runs especially for use in offset duplicating departments. Save handling 
—save storage space. 


Remember: Fletcher makes lightweight paper stronger, brighter and 
whiter. Companion sheets include Fletcher Manifold, Flecopake Bond, 
and Alpenopake Bond. 


Minimum Grain 


ety ea fF fE. i is H ie R 


PAPER COMPANY * ALPENA, MICHIGAN 


Address inquiries to: 
Sales Office, 20 N. Wacker Dr., Chicago 6, Ill. 


Dual-Purpose Finish 
offset or letterpress 
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Time-savers on the desk top...and 
with the modern look you want! 
Everybody approves when you 
select desk top equipment designed 
by the Bert M. Morris Co. They’re 
matched in color, style, and utility! 

Include this modern desk top 
equipment in your office planning. 
Available from the Bert M. Morris 
Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN 
EVERY OFFICE 
Morris Safe-T-Set 
Beauty with efficiency—large ink 
supply can’t leak, won’t spill, is easy 
to fill. 


BERT M. 


e@eeeeeeeee 


“IT’S EFFICIENCY WITH 
THE MODERN LOOK‘ 


Morris Memo Holders 

Holds standard memo paper. Avail- 
able with ball point pen attached. 
Morris Phone Rest 

Frees both hands. Fits all phones— 
either shoulder. 


Morris Trays—Letter & Legal 
Easy access with rear suspension. 
Stacks to any height. 

Morrisharp Electric 

Pencil Sharpener 

Fast, self-starting. Cutting stops 
when desired point is obtained— 
choice of medium, fine, extra-fine. 
Morris Ash Tray 

HE-MAN size...Perfect for sales 
meetings...removable glass liner... 
matches newest style in steel office 
furniture. 


ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 


in Canada: McFarlane Son & Hodgson, Ltd., Montreal. Quebec 
For More Information Circle No. 264 


THE OFFICE 
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to do a great deal more work ten years 
hence than the present force could do 
now by conventional methods. 

Problems, such as mailing from four 
to eight different pieces of printed ma- 
terial to 30,000 churches, led this re- 
ligious organization, which this year 
will record a $22 million-plus business, 
to purchase an Inserting and Mailing 
Machine. Of course, mailings have 
been going out from the Nashville 
Board since 1891 when the first piece 
of printed material was prepared for 
Southern Baptist churches. Through the 
years, huge quantities have been pro- 
duced and mailed, but an equally large 
amount of time and expense was con- 
sumed. 

Ordinarily it would take five persons 
three days to prepare 25,000 envelopes 
with printed matter for the post office; 
about twice that long or longer to pre- 
pare certain other mailings of 35,000 
to 50,000 envelopes of printed matter. 
With the machine, one operator can 


The Baptist Sun- 
day School Board 
makes regular 
mailings with from 
six to eight differ- 
ent pieces in one 
envelope. 
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prepare 28,000 to 36,000 envelopes of 
printed matter in one eight-hour day. 
It completely prepares 18,000 pieces 
for mailing in half a day, or at the rate 
of 3,500 to 4,500 envelopes, from size 
3”x6” to 6”x912”, per hour. 

The machine can pick up eight dif- 
ferent pieces of printed matter, “feel” 
each to make certain it got the right 
number, place them in their proper 
order, open an envelope and place the 
printed matter in it, moisten the flap 
close and seal it, count the filled en- 
velopes and stack them neatly for mail- 
ing. With the exception of one opera- 
tor, the material is not touched by 
human hands. 

Until now, all this was done by 
hand. Each piece was picked up by 
hand, then all were placed in the en- 
velope ready for sealing and mailing 

One of the fastest-growing denomi- 
nations ip the world, Southern Baptist 
churches now number 30,834 with 
8,708,823 members (1956 figures). A 


BOOKS 


your child will 
Treasure 





OFFICE EFFICIENCY INCREASES* 


*with each use of 


HURON COPYSETIE = oN 
SK 





Modern office procedures have shifted to a new 
all-time high. HURON COPYSETTE provides the 
lubricant needed in gearing outdated typing 
operations into smooth, efficient and effective 
up-to-date methods. 


Office morale has automatically increased with the em- 

ployment of HURON COPYSETTE . . . its cleanliness and 

convenience has placed HURON COPYSETTE out in front in 

the popularity race . .. stenographers no longer have the fuss 

and muss of carbon smudges. Separate carbon and second sheet 
counting and their alignment have been eliminated and the time-sav- 

ing factor increased with HURON COPYSETTE’S principle of pre-aligning 
the carbon and second sheet into one easy-to-use functional unit. 

Time consuming carbon handling has been eliminated by HURON COPY- 
SETTE’S one-time carbon method. This one-time carbon method provides a 
fresh carbon sheet for each copy, insuring a constant uniform legibility in all copies. 


PORT HURON SULPHITE & PAPER CO. 8 
Port Huron, Michigan 


Please send to me without obligation free 
samples of HURON COPYSETTE. 





Name 





Company 








Street 


City __Zone__State. 





PORT HURON SULPHITE & PAPER CO porr nuron, micn. 
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The fully equipped 
photographic studio 
of the Baptist Sun- 
day School Board. 


goal of 30,000 additional churches and 
missions has been set by the Conven- 
tion to be reached by 1964, which 
means a potential church membership 
of more than ten million persons. These 
figures represent the present and the 
future customer potential of the pub- 
lishing agency of the Southern Baptist 


mudd 
The photographic darkroom where tem- 


perature controlled sinks keep solutions 
at 68°. 
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Convention, the Sunday School Board. 

A chain of 50 bookstores, owned 
and operated by the board and located 
from Baltimore to Portland, Ore., and 
from Miami to Kansas City, Mo., are 
distribution points for our book publi- 
cations and merchandise items. From 
the Nashville headquarters are shipped 


Color transparencies from Baptist Sunday 


School Board periodicals and church 
bulletin covers. 





annually more than 70 million copies 
of periodicals to Southern Baptist 
churches and individuals throughout 
the U. S. and 69 foreign countries. 

All mailings, promotional and adver- 
tising, are planned and sent out from 
the Nashville headquarters. The mer- 
chandise and sales division of the board 
is responsible for the planning of new 
materials to be printed, selection of 
mailing lists and mailing pieces to be 
used in all advertising mailings. 

Two service departments, advertis- 
ing and art, prepare the copy and lay- 
out for all printed pieces. If photog- 
raphy is needed, it is done in the pho- 
tography section of the board’s art 
department which recently moved into 
a new building with 4,500 sq. ft. of 
floorspace on the ground floor and 
loading and unloading stations in the 
front and back of the building. It has 
adequate electrical installations and re- 


frigeration needs, and air-conditioned 
laboratories and studios. 


The building has three major studios, 
the largest of which measures 38 by 40 
ft. with a 12-ft. ceiling. With the use of 
appropriate properties, this studio can 
resemble the room of a house, a class- 
room, or an office. The smallest area is 
used for photographing small objects. 
such as books and other items. The 
third area is a portrait studio where a 
needed photograph of an employee can 
be made easily and quickly. The three 
studios are equipped with modern 
lights and cameras. There is a dark- 
room where solutions are kept at 68° 
in temperature-controlled sinks. 

The photography section produces 
photography for magazines, periodicals, 
bulletins, catalogs and leaflets; illustra- . 
tive photography for magazine articles, 
catalogs and slides; architectural, pic- 
torial, scenic photography, exterior and 
interior of church buildings, board 
buildings; portraits; advertising photo- 
graphs of books and other small ob- 
jects; publicity photographs; copy pho- 


The Davidson 
Model 233 offset 
duplicator which 
turns out color 
work for the South- 
ern Baptist Con- 
vention. 
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fA 


makes copies 
in 4 seconds 


...gives you exclusive All-Electric speed 


In and out in 4 seconds. That’s All-Electric speed and simplicity. 
And you get it only in a THERMO-FAX Copying Machine. 
You copy by an entirely dry, clean process. No chemicals. No 
negatives. Just fast copies for as little as 5¢ each. If you haven’t 
seen it yet, why not arrange for a demonstration now in your 
own office? Send coupon for money-saving details today. 


Minnesota Mining & Manufacturing Company 
Dept. ES-117, St. Paul 6, Minnesota 


Thermo-Fax Send details on the time-saving, cost-cutting 


THERMO-FAX “Secretary” Copying Machine. 
WW copyinc PRODUCTS sp sctaas ts enon 
Name 
Company 
The terms THERMO-FAX and SECRE- Address 


TARY are trademarks of Minnesota 
Mining & Mfg. Co., St. Paul 6, Minn. 


sce coe Gn SED SS Gi SD cen Gen cael 
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tographs for editorial uses; and labora 
tory service to print negatives furnished 
Active files of all negative proofs 
transparencies, and sample prints are 
maintained. 

When copy and layout are com- 
pleted, material is sent to the offse 
printing section. Here the pieces are 
printed, trimmed and folded to speci- 
fications. We have a Davidson Mode 
233 duplicator which cost $6,300. I 
prints 4,500 sheets per hour and wil 
produce any number of colors. The 
feeding speed is regulated according to 
the weight of the paper by a variable 
clutch on the side of the machine 
which has a printing capacity of 
14”x1712”. 


When printed materials are ready 
and mailing date is ‘set, they are sent 
to the board’s Addressograph section 
for addressing to a specified list or lists. 


The Baptist Sunday School Board’s auto- 
matic Addressograph Model 2050 is said 
to be the only one of its kind in Nashville. 
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The Baptist Sunday School Board is 
the largest second class mailer in Nash- 
ville, according to the Nashville Post 
Office. During the first six months of 
this year, 1,741,182 pieces of printed 
matter, such as envelopes, labels, bul- 
letins, index and file cards, were ad- 
dressed by the unit on the addressing 
machines. 

To maintain the increasingly large 
requests for service, we recently in- 
stalled a fully automatic Addressograph 
Model 2050. The only one of its kind 
in Nashville and one of four in opera- 
tion in Tennessee, this machine can 
address a hundred envelopes a minute. 
A two-tray capacity keeps the machine 
in continuous operation. The Model 
2050 is a big improvement over our 
two older Model 1900 machines, in 
that it can be set to prevent duplica- 
tions being mailed to the same person. 
Prior to its acquisition, if a person were 
on several classification lists, he might 
receive several copies of the same ma- 
terial. 

All Addressograph plates are tabbed 
according to a code classification which 
consists of a number and a letter. For 
instance, 1A is the code of all pastors 
in the Southern Baptist Convention. It 
is not unusual for a person to be on 
two or three classifications. To elimi- 
nate duplication, reverse pins are used 
when each classification is run. The 
Model 2050 can print up to 195 clas- 
sifications without duplicating a single 
person’s name on an envelope. 

A tape perforator is used to punch 
tape for an automatic Graphotype. 
This machine embosses the metal plates 
at the rate of 115 per hour. After a 
plate is embossed, it is framed and 
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ROBERTSON’S 


Dial-a-Plate printer 


makes your offset plate with precision 
AUTOMATICALLY 


Every time you slide your pre-sensitized 

plate into this amazingly fast, automatic 

printer, perfect results are assured. The 
high speed, enclosed light source is matched to the 
plate emulsion, and when you set the dial and push 
in the drawer, an accurate, automatic timer takes 
control. The light is uniform in intensity and uniform 
in distribution because the perfectly shaped reflector 
utilizes every ray. There are no halations, no under- 
cutting. Your plate is a perfect copy, automatically 
and safely reproduced without the dangerous hazard 
of open flame arc or any high voltage light unit. 


—and the cost is surprisingly low! 

















proofread. The frame holds a card on 
which is printed the address and classi- 
fication listings of the plate. 

A big part of the unit’s work is mak- 
ing plastic charge plates for the 50 
Baptist bookstores. The initial list of 
charge plates issued this last year was 
92,000. Approximately 5,000 additional 
plates are ordered by the stores each 
month. 

We have approximately 112,000 
address plates filed according to classi- 
fications. When envelopes are addressed 
for a particular mailing they are sent 
together with the printed materials 
from the offset section to the mailing 
service unit where they are prepared 


by the Inserting and Mailing Machine 
which the Sunday School Board pur- 
chased at a cost of $9,250. It is the 
largest inserting machine in the south- 
eastern part of the country and has 
eight-stations. 

Mechanized mailing has already 
proved its value to Sunday Schoo! 
Board officials in that it has achieved 
a dollar-and-cents economy; has saved 
building space in the presently over- 
crowded quarters; and has eased frantic 
rushes to meet scheduled mailing dates. 
all of which has meant greater peace of 
mind to supervisors and department 
heads responsible for getting out the 
tremendous number of mailings. 


In an eight-hour day, one operator prepares from 28,000 to 36,000 envelopes of printed 
matter, with an Inserting and Mailing Machine at the Sunday School Board of the 
Southern Baptist Convention in Nashville. 


142 


THe Orrice—November, 1957 





Odhner saves work by gaining time mechanically. 


New automatic multiplying short-cut Oda 


outspeeds, outlives all other ten-key adding machines 


This great new adding machine multiplies in one-third the standard time. The new short- 
cut Odhner must outlive your present unit because it multiplies with a fraction of the 
customary wear. And with the new Magic-Multiplier Row, you select your multiplier 
easily—with no more cycle counting. 


TIP-TAP CONTROL, Large operating bars— ALL-DAY TEST. Give your fussiest operator 
add-subtotal and subtract-total—to the one day on the new automatic multiplying 
right of the numeral keyboard, respond to __ short-cut Odhner; compare her performance. 
a tap of the little-finger tip. 


FACIT CALCULATORS, ODHNER ADDING MACHINES AND HALDA TYPEWRITERS. 
See the classified phone book or write: 


FACIT INC. 404 Fourth Ave., New York 16, or 235 Montgomery St., San Francisco 4 
Sold and Serviced in more than 100 countries, 


International Export Offices: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 


For More Information Circle No. 177 
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“MATIC” 


POSTING EQUIPMENT 
INCREASES 
OFFICE 
EFFICIENCY 
AUTO'MATIC'ALLY 


DUO- MATIC 


POSTING TRAYS 
AND STANDS. 

Tray models for sheet 
sizes from 7” x 11” 

to 12” x 12”. Stands 
available in skeleton, 
fully enclosed or 
with Filing Drawer. 


PORTA- MATIC 


Trays available in 

12”, 1434”, 18”, and 
23% ” lengths and 
ten widths from 

»e Ow 
Lightweight ... 
Portable. 


TILT-O-MATIC 


Five sizes for all standard 
register and sales book 
forms. 


V-MATIC Tray 


Ideal housing for writing 
board and machine 
accounting records requiring 
small capacity. Eight 

sizes. 


Write today for our new, complete catalog. 


M-L MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT Geworcatton 


1026 Niagara St., Buffalo 13, N.Y. 
Canadian Representative: 


J.J. Carter Agencies, 901 Yonge Street, Toronto5, Ont. 


For More Information Circle No. 430 
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Paper Service 

(Continued from page 77) 
wiches; main dish salads; side salads; 
and desserts and beverages. 

Brady Food Service uses the follow- 
ing paper plates for service here (with 
a menu plan designed for factory work- 
ers, menu items and paper use would 
be different): an 8” molded plate for 
large salads; a 6” molded plate for 
smaller salads; a 6” pressed plate for 
pies, cakes and sandwiches; an 8” 
molded plate for carrying baked-in-alu- 
minum casserole dishes. 

Arthur McDonald, manager of the 
Donnelley operation for Brady, says 
that, “Paper plates are sanitary, con- 
venient, save space and are very eco- 
nomical. Without them, we would have 
to pay for dishwashing labor, equip- 
ment and the breakage of conventional 
service. Furthermore, paper service is 
very quiet. We have offices right next 
door, and they wouldn’t be able to stand 
the noise and steam of dishwashing and 
dish handling. They’re well accepted 
by customers, too: 95% here are 


Two people handle the cotaiata: Devin 
lunchhour, one mans the cash register, 
the other makes the made-to-order sand- 
wiches. 
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They re 
Gand-oute 


CARTER'S 


NEW STAMP PADS and NEW STAMP PAD INKS 


hi fidelity utes hi-fashion deaiquu 


No matter what color of paper Here’s beauty—plus! Safety 
you use ... what color of Ink Edges save stamps and fingers; 
you choose. . . . Carter’s new “No Rust” Case Lining prevents 
Hi-Fidelity Inks give unsur- rust, corrosion ; easy-opening 
passed depth of color (*) — pro- Flick Action cover; Color 

; : Cued” Case shows ink color from 
vide such clarity and stand out ae We : yy ; 

si: anit sai macaiak ac Ain any angle. Your choice — “Extra 
contrast, g a P Service” (Felt) or ‘‘Feather 
right off the paper”. In Black, Touch Foam” (Rubber). Hi- 
Red, Blue, Green or Purple. Fashion Design in Size 1 now, 
Handy desk size bottles or eco- other sizes soon. Hi-Fidelity Inks 
nomical large sizes. in all Carter’s Pads. 
* United States Testing Co., Inc. Statement: ‘‘Our Test BR-2052, July 
qVP, 1957, shows the superiority of Carter’s new Stamp Pads and Inks as to 


number of clear impressions and depth of color. Latest competitive 
brands were used”. Carter’s representatives now have these tests. 


ADVERTISED IN 
Since 1858 specialists in Fine products for Office, School, Home 


and Industry: Carbon Papers; Typewriter Ribbons; Adhesives; 
Stamp Pads and Inks; Duplicator Supplies; Writing, Drawing and 
Indelible Inks; Eradicators; Artist Colors; Marking Devices and Inks. 


THE CARTER'S INK COMPANY, CAMBRIDGE 42, MASS, 


For More Information Circle No. 187 
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14 High Quality COPIES of a 


10 page report...IN 50 MINUTES! 


...@ach as sharp as the original 


Top management in hundreds of the 
nation’s leading industries depend up- 
on xerography to provide the method 
of getting multiple copies of reports 
of all kinds on short notice . . . in min- 
utes if necessary. 

Copies are always sharp and clear 
as the original, because offset paper 
masters prepared by the versatile 
xerography process are photo-exact, 
no blurred copies to cause confusion 
or delay. 

In addition to savings in time, xe- 
rography is saving companies of all 


kinds from $6,000 to $250,000 a year. 


WRITE for 


folders showing how xerography is 


proof-of-performance 


saving time and thousands of dollars 
for companies of all kinds and sizes. 


THE HALOIDB COMPANY 
57-101X Haloid Street, Rochester 3, N.Y. 


Branch offices in principal U.S. cities and Toronto 


HALOID 
XEROX: 


For More Information Circle No. 183 
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Eliminate 
Dangerous, 


| Messy 


Ce 


Large variety available in small area. 


women, and they're fastidious.” 

Here is how the system 
food is served 
11:45 to 1:15, with departments coming 
in at 15-minute intervals. There are 
four morning and afternoon break carts, 
too, which travel through the 11-story 
building from 9:30 to 11:30 and from 


operates: 


in the cafeteria from | 


Wires 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
In Lengths of 4, 5, 6 and 10 ft. 

No Installation Necessary. 

U.L. Approved 
Write for FREE Circular O-ED57 


CMG INDUSTRIES * IDEAS, INC. 
615 South 2nd St., Laramie, Wyoming 





For More Information Circle No. 336 


2:30 to 4:30, serving the 900 office | 


works. Total labor for the unit con- 


sists of five full-time and one part-time 


persons. Four of the full-timers spend | 
most of their time operating the wagons | 


through the building. The cafeteria has 


two people at serving time: a cashier 


Food is warmed in a counter-oven. 
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THE MOST COMPLETE 
LINE OF TOFMS- 
forms5 


For All Departments 


Ordering 
Purchasing 
Shipping 
Billing 


Receiving 
Disbursement 
Production 
Collection 


THE UGCA AMERICAN’ 
- REGISTER 


2 to 7 
copies 
without 

adjustment. 
New modern design 
—greater flexibility. 
For use wherever security is wanted. Numbered 
contro! copy is automatically refolded into 
locked compartment. New longwear carbon as- 
sures perfect copy. 


AMERICAN REGISTER CO. 
pept.ot FIRST ot K Sts., Boston 27, Mass. 


For More Information Circle No. 337 
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including... 


> )=6AUTOMATIC 
3 CONVEYOR-STACKER 


surance firm says 
Ider CV is clean, 
y to operate. 


Large in 

*Autofo 

speedy, eos 
s4 


partment suP- “am only 


Service de “Cuts our 


ws 0 pte in half.” $4 4Q95 


mailin 
plus F.E.T. 


get the Auto rouper( now! | MODEL 
FM 


Get Your Mail Out On Time and At Less Cost Than Ever Before Auto Folder 


Anyone Can Operate it 
And here are the features that make the difference: $1 29.95 














Automatic feed: allows machine to be loaded while running. 
Paper size: 91%” x 151%” to 2%” x 4”. 
All-electric: quiet operating AC motor—belt driven, no gears to wear out. 


Fully guaranteed: designed and built by the makers of the sensational Auto-folder 
that revolutionized office folding. 


Beautifully finished: gray hammerloid, set off by glistening chrome. 
at your dealer or write to: 


MARTIN YALE, INC. 
2100 W. Fulton St., Chicago 12, Illinois 


For More Information Circle No. 223 
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Main-dish casseroles in display oven. 


and someone behind the made-to-order 
sandwich unit. All personnel are Brady 
employees. 

All sandwich and salad makings, a 
freshly-made soup and the hot dishes 
are delivered fresh daily from Brady’s 
new commissary in Maspeth, Queens. 
A refrigerated truck brings the food. 
Sandwiches and salads are assembled at 
work space in the little cafeteria. The 
pot pies and casseroles, which arrive 
refrigerated (ingredients cooked, but not 
finished), are popped into the oven for 
heating and browning at 350° F., and 
then transferred to the self-service 
warming oven for holding at about 
170° F. 

Even with this limited food service, 
a great deal of flexibility is available 
and considerable effort to go along with 
the preferences of customers can be 
made. Menus are worked out by the 
manager with the cooperation of the 
company’s food service committee, 
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Try this 


TESTING SHEET | 


Pnitele Sta DNCaNNEN 


act On OO” 
fy th! EsTIns pore sanceine 


panect em 


~ on your 
DIRECT PRINT 
COPY MACHINE 


for sharper, clearer copies 
Quality controlled texture of PATAPAR 
TRANSLUCENT PARCHMENT and uni- 
form translucency assure superfast trans- 
mission of the ultra-violet rays. The result 
is speedier operation and sharp, clean copies. 

Anything typed, printed, drawn or written 
on Patapar Translucent Parchment can be 
faithfully reproduced with today’s white- 
print copying machines. 

Write on your business letterhead for 
brochure of testing samples. 


Name of nearest distributor on request. 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 


1 Headquarters for Vegetable Parchment since 1885 


For More Information Circle No. 342 













your company is Judged 
by the office you keep! 


re] 


Across America, Cole Steel Equipment has 

been chosen to convey the character of famous 

corporations, important small businesses and 

thousands of distinguished professional offices. 

Send for Through aS ose Cole Steel furniture 

' increases efficiency and adds dignity to the 

our latest catalog office you keep. Create a “new look” with Cole. 


Cole Stee! Equipment Co., Inc.» 415 Madison Ave. New York 17, N.Y.» Canada: 329 Dufferin St., Toronto, Ont . @ COLE-STEEL: 

















headed by the man in charge of em- 
ployee services. In this location, “the 
trend is to streamline,” and dietetic 
gelatin salads, cottage cheese and fruit, 
skim milk: and other such special foods 
are offered. 

Since the aim of this operation is to 
keep prices down and to save on labor 
costs, patrons of the cafeteria cheerfully 
do much more for themselves than they 


table, fresh flowers in the serving area, 
suitable garnishes on the food, and 
attractive curtains on the windows. 
“Customers eat with their eyes,” says 
Mr. McDonald, “and we aim to please 
them, not just feed them.” The food 
service company handles the entire 
operation, with their own employees, at 
no cost to the Donnelley firm which 
only supplies the space. 


would in a com- 
mercial cafeteria. 
In addition to 
picking up ready- 
made dishes, they 
pour their own 
coffee and cream 
from a_ serving 
urn and creamer: 
open their own 
portion - packs of 
canned soup, 
pour them into 
plug-in hot cups 
and then into pa- 
per containers; 
and deposit their 
own soiled table- 
ware in the near- 
est trash can. 

All this _ self- 
service does not 
mean austerity in 
atmosphere. At 
Reuben H. Don- 
nelley the 125- 
seat room, which 
serves from 300 
to 600 lunchers a 
day, is bright 
with modern fur- 
niture, a vase and 
flowers on each 


New 
UNIVERSAL 


electric 
NUMBERING MACHINE 


FOR 
CARBON 
COPIES 

AND 

GREAT 
FLEXIBILITY 
IN 
NUMBERING 


We call this new Roberts E-21-U numbering machine a 
“universal electric’ because its numbering head is en- 
tirely filexible—it can be turned sideways and adjusted 
to permit numbering at any point on a page, card, 
tag, label or strip of material. It will record clearly 
through as many as 10 carbons, It automatically prints 
numbers in sequence from 1 to 999,999 with instant 
choice of consecutive, duplicate or repeat operation. 
The universal printing head gives complete freedom 
in numbering towards the front, back, left, right or 
any point on a sheet up to 12 inches wide, and of any 
length. Adjustable guides for accurate positioning. 
Just plug in—no installation. Also available for foot 
operation in model E-21-UF. Write for more information. 


- ELLER ROBERTS 


ROBERTS NUM DIVISION 


For More Information Circle No. 335 


<For More Information Circle No. 418 





LORIDA will be the site for the 

one annual conference of National 

Business Forms Associates, November 

10-13, when members convene at the 

12th Annual Hollywood Beach Hotel, Hollywood, 
Fla. Members and manufacturers from 

practically every state in the Union will 


NBFA Meeting participate in the series of conferences. 
Sessions will begin at 8:30 a.m., 
. Monday, November 11th, presided over 
In Florida, by Fred D. Ferguson, NBFA president. 
A feature of the morning session will 
Nov 10-1 3 be an address by W. Roy Harris of Mc- 
” Gregor & Werner, Inc., Washington, 
D. C., on the subject of branch manage- 

ment and compensation plans. 
The regular NBFA golf tournament 





NBFA Conference Program 


SUNDAY, NOVEMBER 10 
p-m. Meeting of Board of Directors. 


MONDAY, NOVEMBER II 


. Business Session. 

. “Branch Management and Compensation Plans” by W. Roy 
Harris, Washington, D. C. 

- “The Business Forms Industry in the Caribbean Islands” by 
Rafael Romeu, Santurce, P. R. 


TUESDAY, NOVEMBER 12 
. Manufacturers’ Product Display. 
- “The NCR Paper Story” by C. O. Harris, Manager, Special 
Products Dept., National Cash Register Co., Dayton, Ohio. 


- Round Table Systems and Methods Meeting: Dan C. McKay, 
Detroit, Chairman; Gil Heiser, Selinsgrove, Pa., Co-Chairman. 
WEDNESDAY, NOVEMBER 13 

a.m. “Pensions, Profit-Sharing Trusts and Insurance Plans” by C. E. 
Cooley, Rochester, N. Y. 

a.m. “Direct Mail Advertising’ by James A. Head Jr., Birmingham, 
Ala. 

p.m. “Specialty Advertising” by Ray N. Arnell, Minneapolis. 

p.m. “The Forms Control Function” by Wallace B. Sadauskas, Man- 
ager of Forms Installations, Union Carbide Corp., New York. 

p-m. Annual Banquet. 
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NCR or CARBON INTERLEAVED 


NCR forms are now realistically priced, priced in competi- 
tion with carbon interleaved or carbon spot forms. 


THE eee= IS YOURS \ 


No longer Is it only a question of price, the question is one of application, 
as the price difference on two and three part forms is measured in pennies 
per thousand and only slightly larger on more multiple sets, - - Fold Over 
Statements one and two part, in some sizes are lower in cost than Carbon Sets. 
Form Analysts, Buyers and users of business forms should investigate the 
tremendous possibilities of this new, unique and interesting paper rotary 
lithographed and rotary collated into sets of Inter-Office forms, Lettersets, 
Order Forms, Bills of Lading, Invoices, Voucher Checks, Purchase ‘Orders and 
many types of factory application. 

Sold through your favorite Distributor, Stationer, or Printer. We have no 
direct sales office or exclusive territory, but for your convenience the below 
is a partial list of those eager to service your needs: 


ALABAMA MINNESOTA 
Birmingham: Duiuth: Modern Supply Go. cael -2441 
AL 1-7152 Minneapoiis: Arnell KE 22 


Moorhead: Steffens Ofc. Beste. 
CONNECTICUT 
New Haven: New England Bus, Forms MISSOURI : 
FU 7.6676 : , St. Louis: Brice Co. CH 1{-3435 
NEW JERSEY 
DELAWARE Laurel Springs: Lou Fink & Son 4-0082 
Wilmington: Morristown: Service Business Forms 
FLORIDA 


4c 9-2959 

renton: Bill Brown & Co. EX 6-919! 
Oriando: Robinson Inc. 5-2566 F . : 
Tallahassee: Robinson tnc. 3-4755 


NEW YORK 
Tampa: Accurite Bus. Forms ST 2-7089 








Birmgham Salesbook Co. 


3-1736 


Nussbaumer Co. OL 5 


Aibany: Coo.ey Bus. Forms 89-3137 
Binghamton: Cooley Bus. Forms 4-3690 
ILLINOIS Buffalo: Chas. D. Zacher MOhawk 6425 
Chicago: Efficiency. Inc. SE 8-1983 
Chicago: Modern Bus. Forms ST 2-7089 


Sterling: Rock Rivr. Val. Ptrs. MA 2727 


INDIANA 

Elkhart: Service Press 3-0800 
Indianapolis: Owen Co. ME 2-5700 
Marion: Carl H. Bleke Phone 282 

Mich. City: Bodine Ptng. Co. TR 4-5288 
So. Bend: Superior Bus. For. CE 3-5350 


IOWA 
Davenport: Harris Bus. Forms 2-5318 


KENTUCKY 


Lexington: Transylvania Ptng Co. 2-7977 


MAINE 
Portland: H. N. George Co. SP 4-968! 


MARYLAND 

Baltimore: Better Bus. Forms PL 2-2350 
Baltimore: D. N. Owen & Co. SA 7-0077 
MICHIGAN 

Detroit: G. Norman Brown TR 5-7978 
Detroit: Industrial Printers LI 3-9594 
Grand Rapids: Superior Bus. Forms 

OL 6-1087 

Kimazoo: Superior Bus. Frms. Fl 3-1649 


331 WEST COURT ° 


Distributors and Stationers write for Fall 1957 Price Catalog. 


Vlodoen Gusinesse Teme WG. (0. 


CINCINNATI 2, OHIO 


Y.: Ecco Bus. Systems MU 4-0110 
N. Y.: Printed Products Co. BR 9-8057 
Rochester: J. C, Moore Co. BA 5-3760 
Syracuse: Cooley Bus. Forms SY. 75-1606 
NORTH CAROLINA 
Greensboro: E. P. Geoghegan BR <¢ 
Greensboro: Key Bus. Systems BR 
OHIO 
Akron: Stinaffs HE 4-2106 
Cleveland: Doan Pntg. Co. MA 1-7690 
Columbus: Stoneman Press CA 1-431 1 
Hamiiton: H. Wuebbold Co. TW 3-4747 
Mansfield: D. Barr Assoc. LA 4-4311 
Minster: Post Printing Phone 46 
Springfield: Supr. Bus. Forms FA 2-3035 
PENNSYLVANIA 
Harrisburg: Geo. H. Amend CE 2-8303 
Pittsburah: Craftsman Business For ms 
TU 2.4547 
Pittsburgh : Accounting & Business 
Forms LO 3-0314 
TENNESSEE 
Memphis: S. C. Toof JA 6-227! 
VIRGINIA 
Arlington: Carl D. Ford JA 7-7294 
WISCONSIN 
Milwaukee: American Business System 
BR 2-4643 





For More Information Circle No. 241 
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~ 
— a 


Hollywood Beach Hotel, Hollywood, Fla., wh 


ere NBFA meets this month. 


will be held Monday afternoon, under 
the supervision of Charles Tingle, Tin- 
gle Business Forms Co., Indianapolis, 
and David Chadwick, National Systems 


& Forms Co., East Rutherford, N. J. 
In the evening, the members and guests 
will be entertained by the manufactur- 
ers joint entertainment committee of 


FORMS DEALERS... 
LOOKING FOR Vlgyr- PRODUCTS? 


INSURANCE INVOICES 
WILL ADD To your (Profits! 


FIRE AND CASUALTY AGENCIES PROVIDE 
DEPENDABLE, REPEAT BUSINESS. 


*% Twenty standard plates—don't lose that sale by 
using a "custom price list". 


*% Special filing supplies and other insurance 
agency forms and specialties. 


* First time offered—a specialized service! 


Liberal discounts—write for samples and information. 


Forms for Banks—Garage Repair Orders—Custom and Standard 
Forms on NCR paper or carbon-interleaved. 


ALBRO CORPORATION 


P. O. BOX 367 WINTER GARDEN, FLORIDA 
For More Information Circle No. 349 
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which Kirby Bohannan, Newport News 
Forms Co., is chairman. 

Highlight of Wednesday’s program 
will be the address by Wallace Sadau- 
skas, author of The Manual of Busi- 
ness Forms, published by THE OFFICE. 
He will speak on the subject of forms 
control of which he is a well known 
authority. 

A special program will be scheduled 
for the salesmen of member companies. 

On Monday’s program, Jerry May- 
ham, National Systems & Forms Co., 
will discuss the sales of marginally 
punched forms. On Wednesday, Hu- 
bert Marcia, Ennis Tag & Salesbook 
Co., Ennis, Texas, will discuss the sales 
of snap-a-part forms. 

Because a large number of ladies are 


RAY N. ARNELL 
Vice President 


F. D. FERGUSON 
NBFA President 


expected to attend the conference, a 
special program will be arranged for 
their pleasure. These arrangements will 
be handled by Mrs. Fred D. Ferguson 
and Mrs. Ray N. Arnell. 

On Thursday, November 14th, a large 
number of members, manufacturers and 
wives will fly to Havana for a two-and- 
a-half-day pleasure trip. 





NEW YORK ° 





DETROIT ° 


(te WALLACE PRESS 


(ESTABLISHED IN 1908) 


Marginally Punched Forms 
Easy Snap Forms 
Continuous Carbon Interleaved 
Continuous Fanfold 


Flat Printed Forms 


444 West Grand Ave., Chicago 10 


CLINTON, ILL. 








For More Information Circle No. 330 
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ELECTRONIC COMPUTER 


Monroe Calculating Machine Co., 
Orange, N. J., announces the Monrobot 
IX electronic invoice computer which sells 
for only $10,000. Completely housed 
within a single modern desk, its read-in 
and read-out mechanism is an electric 
typewriter, with conventional keyboard, 
which can be operated by any typist. As 
the operator types an invoice, the machine 
figures simultaneously, in thousandths of 


a second, such computations as direct frac- 
tions, chain discounts, cross-accumulations, 
extensions and many other complex prob- 


lems. A single operator thus completes 
the work of typist, calculator operator 
and checker. The Monrobot IX will not 
only print out results instantly with the 
flick of a switch, it will store individual 
answers for end-of-day totals, and store 
daily totals for recall at any time. It 
can deal in fractions without decimal 
equivalents and figure multiple discounts 
without conversion factors, not only in 
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dollars and cents but in foreign currency. 
Each of 16 program selection keys is 
custom-tailored to meet requirements of 
any billing application. For More In- 
formation Circle No. 417. 


LIQUID DUPLICATOR 


Ditto, Inc., 6840 N. McCormick Road, 
Chicago 45, Ill., announces the Ditto 18D- 
60 hand operated liquid duplicator which 
possesses all the advanced features of 
models, except for the electric 
drive and controls pertaining -to electric 
operation. It is finished in sand gray and 
green, or sand gray and brown color com- 


electric 


binations. An 18” drum width makes the 
machine ideal for duplicating large draw- 
ings and financial statements up to 18”x14” 
while still handling 3”x5” forms with equal 
ease. Fully adjustable side guides and 
feeder wheels permit feeding from any 
position across the feed tray. Guides are 
reversible for accommodating long or 
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short sheets of paper without auxiliary 
attachments. Snap-in, snap-out adjustment 
of rubber pressure pads assures the same 
pressure for smooth, even feeding from 
ream to ream. Finished copies fall into 
stacked alignment on the two-position re- 
ceiving tray which can be adjusted to cor- 
respond with the setting on the feed tray. 
The master clamp is_ self-adjusting to 
varying or multiple thickness of master pa- 
per for systems work where constant and 
variable masters are used. Positive registra- 
tion is provided by a knurled wheel on the 
drum, enabling the operator to raise or 
lower the master %” without removing 
it from machine. Drum has a magnetic 
slot for blockouts in systems work. The 
18D-60 feeds a full 500 sheets of paper 
automatically at 120 copies a minute. I 
accepts paper from 13 lb. to card stock 
without adjustment. Selective liquid dis- 
tribution permits operator to confine flow 
of liquid to area being duplicated. Visua 
liquid gauge on fluid tank and three-digit 
reset counter. For correct liquid and pres- 
sure settings for each job, liquid contro 
lever is calibrated in sheet sizes. Pressure 
setting is calibrated: low, medium, med; 
ium-high, high, for even copy intensity 
throughout entire run. For More Infor 
mation Circle No. 147. 


FORMS DECOLLATORS 


Standard Register Co., Dayton 1, Ohio, 
announces a new line of unitized, modular- 
construction, larger capacity carbon and 


forms separators which may be used in- 
dependently or with tabulating equipment 
and computer output printers. These Uni- 
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versal Forms Separators, using both fric- 
tion and pin-feed, offer a variety of 
custom-built units to process continuous 
forms. Components of all units are 
economically packed and shipped in kits 
for installation by Standard’s serviceman. 
Thus, a customer may obtain a unit de- 
signed to his specifications without going 
to the expense of special engineering. 
Should forms change any time after in- 
stallation, the original unit may be supple- 
mented with additional, interchangeable 
parts. Units provide straightline carbon 
removal and forms separation or straight- 
line forms separation with side removal 
of carbon. Carbons may be fed to rewind 
spindles or discarded. When side removal 
of carbon is not required, independently 
operated units are constructed in the same 
manner as those used directly with tabu- 
lators or high speed printers except that 
various auxiliary equipment is_ supple- 
mented. Universal Forms Separators take a 
maximum form width of 19%” for 
straight-line carbon removal and a maxi- 
mum of 14%” for side removal; form 
lengths up to 11”, and from 11” to 17”. 
Casters on units are optional. For More 
Information Circle No. 151. 


AUTOMATIC LITHO PROCESSOR 


Haloid Co., 57-101X Haloid St., Ro- 
chester 3, N. Y., announces the Lithoflo 
Processor which automatically develops 


washes 


and 
sheet film and negative papers. Field tests 
in the past three years with several proto- 
type models have shown significant sav- 


fixes lithographic-size, cut- 
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ings in time and chemicals, the yearly 
total economy in some instances exceed- 
ing $10,000, more than offsetting the price 
of the machine. By attaching a silver-re- 
claiming unit to the hypo tank, one firm 
reclaimed $1,600 in silver the first year. 
Where cameramen develop their own neg- 
atives, the Lithoflo Processor offers greater 
productivity by permitting fuller use of 
skilled cameramen’s time. Exposed film 
or negative paper is simply placed on the 
feed tray and started through for continu- 
ous automatic processing. The machine 
will accept any size film or paper from 
6” x 8” to 20” x 25”. A negative may 
be completely processed in eight minutes 
fixed and washed to be usable approxi- 
mately ten years. If longer washing is de- 
sired, negative may be left in the proces- 
sor’s wash tray for an indefinite period. 
A variable speed control permits overall 
processing time to be set at any point 
between eight and 16 minutes. Machine 
holds 18 gals. of developer constantly re- 
plenished from a 3-qt. bottle to keep it at 
constant strength. A water jacket provides 
accurate temperature control to +%°. For 
More Information Circle No. 142. 


PHOTOCOPIER 


KwikKopy Co., 608 S. Dearborn St., 
Chicago 5, Ill., announces the KwikKopy 
Lumoprint, an all-purpose photocopier 


printed 
photocopied, pencilled, inked, written, 
typed or drawn in any color of ink, pen, 
crayon or hectograph on any color or 


capable of reproducing anything 
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weight of stock up to 9” x 12”. Because 
only the page being copied is inserted on 
the copy glass, the Lumoprint provides flat, 
even pressure over its entire surface to 
assure perfect register and sharpness, even 
on pages of books and magazines. The 
machine can be used anywhere with any 
normal intensity of fluorescent or incan- 
descent light. Exposure time can be 
accurately regulated by an automatic 
timer for any paper. It is not nec- 
essary to catch copies emerging from 
printing unit. While one copy is be- 
ing developed, the next copy is being 
exposed. The light source is completely 
separated and can be easily kept clean. 
Machine is backed by a lifetime guarantee 
against defective parts and workmanship. 
It measures 184%” x 21%” x 11%’, 
weighs 37 lbs. For a brochure that an- 
swers “The 11 Most Important Questions 
About Photocopy Machines,” Circle No. 
133. 


ELECTRIC FILE 


Diebold, Inc., 910 Mulberry Road S.E., 
Canton 2, Ohio, makes Diebold Rotary 
Dial-A-Files with which the operator 
brings records to her fingertips by dialing. 


The dial, which can be rotated in either 
direction for faster operation, has eight 
holes—one for each record tray. Trays do. 
not return to any predetermined position 
after dialing. A Touch-Bar control allows 
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operator to select shorter route for rotat- 
ing records to working position. An auto- 
matic locking device stops records in true 
position. Record trays and carrying pans 
are matched for handling records of uni- 
form size. V-type trays are used for 5” x 
3”, 6” x 4”, 8” x 5S” records. S-type trays 
are used to file tabulating cards vertically 
or horizontally. Records on all grades of 
paper and card stock can be used in 
Dial-A-Files without punching or other 
special preparation. Files operate under 
all normal unbalanced conditions such as 
when trays are removed. Made in three 
standard models, the largest providing 
320 filing inches for 5” x 3” records in 
11.3 sq. ft. of floorspace with the 13%- 
deep wood counter in working position. 
All models move on large swivel casters. 
For More Information Circle No. 121. 


CONTINUOUS OFFSET PLATES 


Replica Products Corp., 154 Nassau St., 
New York 38, N. Y., announces the 
Replimaster double-coated, direct image 
offset plate which can be bought as low as 
lc each on large volume orders. Both 





sides of this plate are coated for reproduc- 
tion use and it comes in perforated con- 
tinuous style, fanfold or in rolls, and pre- 
printed with user’s forms, for automatic 
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writing machines such as tabulators, Tele- 
types, etc. The plates are guaranteed non- 
curling even if left out in humid weather; 
require no special storage. Ideal for 
preparation on Xerox and photocopy ma- 
chines, the Replimaster produces sharp, 
clean impressions on all offset duplicators. 
Many millions of these plates are used by 
government agencies. For More Informa- 
tion Circle No. 168. 


DATA TRANSMITTER-RECEIVER 

Friden Calculating Machine Co., San 
Leandro, Calif., announces the Friden 
Teledata machine for sending, receiving 
and checking data encoded in more than 
five channels of punched paper tape over 
existing wire services. Various other chan- 
nels of communication can also be used, 
such as telephone circuits and micro-wave 
systems for transmitting and receiving 
5, 6, 7, and 8-channel tape. Two or 
more units are stationed at different 


locations providing a means for immediate 
communications. Teledata machines have a 
tape reader and a punch. The reader is in 
operation when sending or transmitting 
information. The punch is in operation 
when receiving information. As data in 
punched tape is transmitted through the 
reader, it is simultanously reperforated 
and checked on the punch of the Teledata 
at a distant location. Likewise, as informa- 
tion is transmitted from a distant point to 
you, your unit will punch and check an 
identical tape. Tapes are then used to 
actuate other equipment to automatically 
produce sales orders, invoices and produc- 
tion orders, or tabulating cards for statis- 
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tical reports. Two of the most common 
types of connections between Teledata 
stations are the full-duplex connection and 
the half-duplex connection. The full- 
duplex allows each Teledata to transmit 
information at the same time. As data is 
transmitted from one machine to another, 
the operator at the receiving end can trans- 
mit simultaneously. In half-duplex opera- 
tion, data goes in one direction at a time. 
For More Information Circle No. 108. 


FASTENER FOLDER 


Smead Mfg. Co., Hastings, Minn., makes 
an Embossed File Fastener Folder with- 
out compressors which doubles the num- 
ber of folders which can be filed in a 
drawer. The fastener has 12 grommets 
for greatest strength and the metal is fin- 
a > 


| 
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est spring steel without sharp edges or 


corners. Smead’s Embossed File Fastener 
Folder comes in eight standard tab po- 
sitions and with special positions; in ma- 
nila, kraft or pressboard with single or 
Two-Pli top. For illustrated literature 
Circle No. 144. 


SALESMEN’S EXPENSE FORM 

Traveletter Corp., Greenwich 3, Conn., 
has added a new draft to their Traveletter 
System for reimbursement of salesmen’s 
expenses. Called E Form Draft, this is 
designed to eliminate the headaches of 
the home office reconciling salesmen’s 
expenses. The form looks exactly like the 
regular Travelorder Draft used by sales- 
men having Travelorders cashed at hotels, 
motels and banks, but the E Form Draft 
is in envelope style and greatly simplifies 
accounting procedures at the home office 
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by eliminating the need for check and 
expense report reconciliation. The sales- 
man merely places his expense report in- 
side the E Form Draft envelope, the 
amount of the expense report is written on 
the draft, the envelope is sealed with the 
expense report inside and goes directly to 
the home office. Thus the salesman is 
immediately reimbursed in cash and the 
home office is relieved of this reconcil- 
iation problem. Traveletter reports en- 
thusiastic endorsement of the new form 
by the many companies now using it as 
part of the Traveletter System. For More 
Information Circle No. 171. 


PHOTOCOPIER 


Copycat Corp., 41 Union Sq. West, 
New York 3, N. Y., announces the low- 
cost and lightweight Copycat 99, priced 
to sell at $199. Based on the use of 
“green ray”, characteristic of the entire 
opycat line, the 99 produces sharp, ready- 
to-use black-and-white copies of any 
printed, typed or written document—re- 
gardless of color or ink—under normal 
office lighting conditions. Embodying the 
latest engineering advances in the photo- 
copy field, the machine automatically re- 
turns the original and takes the copy 
through all development phases. It pro- 
duces a ready-to-use copy within seconds. 


For simplified operation, all 
exposure controls are in a single cali- 
brated dial. This provides more precise 
light control and produces higher quality 
reproduction of hard to copy material. The 
99 can produce reproductions on all types 
of paper from regular weight, airmail and 
translucent to transparent, duplex, and 


speed and 
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card stock. It works from any AC outlet. 
Only 20” wide and weighing 18 Ibs., this 
Copycat machine has an all-metal chassis 
with a soft green, non-glare, textured fin- 
ish that harmonizes with office decor. For 
More Information Circle No. 123. 


DATA PROCESSING SYSTEM 


ElectroData Div., Burroughs Corp., 
460 Sierra Madre Villa, Pasadena, Calif., 
announces the Datatron 220, a medium- 
priced digital system with full magnetic 
core memory. Basic arithmetic speeds are 
over 300,000 additions or subtractions, 
30,000 multiplications and 15,000 divi- 
sions per minute. Up to 600-million char- 
acters of information can be filed with any 
record available in seconds for automatic 
computer processing. Its magnetic core 
memory is available in units of from 
2,000 to 10,000 words (10 digits plus 
sign), in increments of 1,000. Any record 
in memory can be located in 10 micro- 
seconds. Programming power is augmented 
through 94 arithmetic and _ decision- 


making commands, including 20 branch- 
ing instructions which permit a wide range 
of conditions under which program con- 


trol may be changed to new memory 
locations. A maximum system consists of 
the digital computer, ten magnetic tape 
storage units, ten local or remote paper 
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tape input stations, ten local or remote 
typewriter or tape-punch output stations, 
and seven punched card readers, punches 
and line printers. Any of ten photoelec- 
tric readers allows input of 1000 alpha- 
numeric characters per second. Output 
speeds are 60 characters per second by 
tape punch, or ten characters per second 
by supervisory printer from any of ten 
stations. A variable number of words 
up to 100 can be read at a single com- 
mand. Uses 7-channel tape, single-frame 
alphanumeric design, with recording dens- 
ity of ten characters per inch. Magnetic 
tape reel units have a maximum capacity 
of nearly a million computer words. Data- 
file units, comprising 50 lengths of tape, 
each provide capacity for some 5 million 
words. Ten tape units in one system pro- 
vide maximum tape storage of 550 mil- 
lion characters. For More Information 
Circle No. 113. 


DUPLICATING-PRINTING BONDS 


A. B. Dick Co., Dept. 0-117, 5700 W. 
Touhy Ave., Chicago 31, Ill., announces 
two dual purpose bond papers, recom- 
mended as duplicating and printing papers. 
One paper is suitable for mimeograph, 
offset duplicating, letterpress or offset 
printing. The other is for spirit (aniline 





dye) duplicating and offset or letterpress. 
These papers were designed specifically 
for users who combine two duplicating 
processes. For example, a firm may print 
several thousand letterheads, then us¢ 
them for mimeograph work. Good 
mimeograph paper was not ideal for re 
production of halftones or printed line 
work. Good printing paper requires special 
care when used for mimeograph work. 
More than two year’s research went into 
development of the papers, the company 
said, by setting highest quality standards 
for the mimeograph and aniline dye 
duplicating processes, then developing 
papers that would also provide excellent 
printing results. The sheets are available 
in all standard sizes from 8%” x 11” 
ream packages up to 22” x 34”. For More 
Information Circle No. 175. 


AUTOMATIC COLLATORS 
Collamatic Corp., Route 23, Wayne. 
N. J., now offers Automatic Production 
Control on all its electric collators. The 
operator only has to set the control for 
the number of sheets to be collated, and 
the collator automatically delivers the com- 


plete sets at a preselected rate of from 
five to 50 sets per minute. This automat- 
ically paces the operator’s production in- 
stead of requiring the operator to touch 
a control for each collated set which made 
production erratic. Production is increased 
because work is done at a uniformly faster 
rate. For More Information Circle No 
145. 
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ELECTRONIC COMPUTER 
International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y., 
announces the IBM 610 a desk-side elec- 
tronic computer which can handle prob- 
lems ranging from insurance premium 


computation to jet aircraft design. This 
computer is mounted on wheels, and may 
be rolled from one location to another to 
perform some of the tasks previously fed 


to larger electronic calculators, including 
those in the $1 million or more class. The 
610 will lease for $1,150 a month, or may 
be purchased for $55,000. It features auto- 
matic positioning of the decimal point and 
simplicity of operation. 

Completely self-contained, from initial 
programming to final output on punched 
tape or electric typewriter, the computer 
requires no air-conditioning. For More 
Information Circle No. 109. 


UNDERARM CASE 


Stebco, Dept. E-6, 1401 W. Jackson 
Blvd., Chicago 7, Ill., makes the Quick- 
Trip Portfolio, an unusually compact but 
roomy underarm portfolio. It is ex- 
tremely thin and lightweight for comfort- 
able underarm carrying. Four roomy in- 
side pockets are staggered in the manner 
of an index file so that papers can be easily 
categorized and located. The Quick-Trip 
Portfolio is designed to fit easily into 
luggage or a larger business case for more 
convenience and less to carry on over- 
night trips. Like all Tufide Cases, it looks 
and feels like leather, yet will outwear 
leather five to one. It won’t chip, scratch, 
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scuff or stain and wipes clean with a damp 
cloth. The manufacturer unconditionally 
guarantees Tufide for five full years. The 
Quick-Trip Portfolio is available in two 
sizes: 14 x 10” case for about $8.50; 16 x 


11” portfolio for around $10.50. Stebco 
offers a complete line of low-priced, five- 
year guaranteed Tufide business and sales 
cases. Special Tufide cases can be de- 
signed to order. For More Information 
Circle No. 148. 


PHOTOCOPIER 


Ampto, Inc., Newton 6, N. J., announces 
the Ampto 9 Photocopier, a continuous 
printing and processing unit priced at 
$189. The unit is portable, with carrying 
handle, and is in an unbreakable case. 


Designed for use with the extremely slow 
transfer papers, such as Ampto Lumolite, 
this photocopier can be used in the office 
or engineering department under ordinary 
fluorescent lighting or in diffused. daylight. 
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In addition to straight photocopying opera- 
tions, the Ampto is suitable for use in the 
preparation of positives for offset plate- 
making, visual projection transparencies 
and diazo print positives. Fully automatic, 
exposure and processing sections are equip- 
ped with rollers, and the Ampto 9 will 
handle original material up to 9” wide and 
any length. Exposure light source is a 
fluorescent tube equipped with shutter to 
regulate light intensity so that the machine 
can be used with all types of transfer 
papers and films. For More Information 
Circle No. 172. 


DISPLAY RACK 


Arlington Aluminum Co., 19007 Davi- 
son, Detroit 23, Mich., makes the Deep 
Dish display rack which combines the 
advantages of a vertical merchandise rack 
and horizonal holder for deep stacks of 
product literature. Framed in lightweight, 











sturdy aluminum, the display features a 
vertical screened process header sign; a 
20° off vertical, holeboard merchandise 
holder; and a 20° off horizonal, deep 
literature holder. The manufacturer claims 
that greater product visibility is inherent 
in the design, stimulating greater buying 
activity around the display. For More 


‘Information Circle No. 176. 





TUB FILE 


Oxford Filing Supply Co., 16 Clinton 
Road, Garden City, N. Y., announces an 
addition to the line of Pendaflex portable 
files, the 412 K.D. Pendaflexer. This roll- 
ing tub file is of quality construction at 
moderate cost. Designed for use with Ox- 
ford Pendaflex hanging folders and avail- 
able in letter size only, this unit is an 18” 


knockdown file of heavy gauge steel with 
gray baked enamel finish. It is equipped 
with 2” diameter roller bearing casters. 
The bottom platform may be assembled 
with side flanges up or down to provide 
either a platform or a tray. Outside di- 
mensions (including caster height) 28's’ 
high, 13%” wide, 1844” deep; Price 
$12.95 (slightly higher in west and south). 
A vinyl dust cover is available at extra 
cost. For More Information Circle No. 
141. 


TABLET ARM CHAIR 


Clarin Mfg. Co., 4640 W. Harrison St., 
Chicago 44, Ill., makes the Clarin Com- 
muter executive host chair which combines 
comfort and portability with a wide choice 
of color combinations and _ upholstery 
fabrics. The chair’s patented tablet writ- 
ing arm provides a convenient writing 
surface for conferences, meetings, train- 
ing classes or notetaking. The tablet arm 
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folds down alongside the chair when not 
in use. The Commuter has a 2” foam 
rubber seat for full comfort during long 
seating Extremely durable it is 
guaranteed ten years against breakage. It 
folds compactly and requires minimum 
storage space. It may be stored, if desired, 


periods. 


in an office closet, in any office storage 
space or stacked neatly along a _ wall. 
Available in a choice of six frame colors, 
eight nylon fabrics, nine Naugahyde or 
four grospoint upholstery coverings. Also 
available without the table arm. For More 
Information Circle No. 118. 


COLLATOR 
Assembly Products Co., Box 133, Flush- 
ing, Mich., makes Assembolator conveyors 
for collating or assembling any product. 


Developed especially for collating printed 
or duplicated sheets, the basic unit has 16 
stations and additional units can be added 
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‘and | prefer the 
EVER READY 
Calendar because... 


Ed Moulton, Manager of Sheeting Department, Fieldcrest Mills 


. the extra magnifying power of the top 
window makes the twelve month calendar 
really useable. And, believe me, that key slot 
idea makes it so easy to remove page stubs 
or to insert new refills. Then, too, | like its 


One of the many styles of adaptability; it goes so well in my office.” 
Ever Ready Calendars. 


No. 55—Page Size 5” x 8” Ever Ready Calendars have always been the 
choice of busy executives. Now they are find- 
ing that the new desk mate colors — Desert 
Sand and Mist Green — match other accessories; make it so easy to carry out 
an office decorating scheme. And when you consider Ever Ready’s other 
popular colors and several page styles -- you'll agree it makes sense to buy 
Ever Ready. It pays, too, as your dealer will tell you. Ask him today. 











EVER READY CALENDAR MANUFACTURING CO. 


130 BAY STREET; JERSEY CUV Va N EW 2 ERC EF 


For More Information Circle No. 317 
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manpower, Inc. 
trouble-saver 


IDEA no. GS 
for 


office 
managers 


When special rush jobs 
interrupt normal office 
routine, use Manpower, Inc. 
employees to absorb the 
extra work, 

Manpower, Inc. typists and 
stenos will step into 

your office and complete 
extra work quickly, 
efficiently and economically. 
No need to work 
permanent employees 
overtime—use our employees 
to keep all work current. 


Write for FREE 
“Office Managers 
Idea Newsletter” 


manpower, Inc. 


800 N. Plankinton Ave., Milwaukee, Wis. 
OVER 100 BRANCH OFFICES COAST-T0-COAST 
For More Information Circle No. 299 
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to provide up to 75 stations. Sections are 
mounted on casters and a change from 
the smallest to the largest number of 
stations can be made in less than 30 
minutes. The carriers rotate in either di- 
rection at variable speeds from zero up to 
12,000 ft. an hour. Any number of work- 
ers can be used, or as many as are avail- 


| able. If one leaves, the work of the others 


is not affected. It is unnecessary to stop 


| machine for loading. The basic 16-station 
| unit occupies about 6 x 9 ft. of floorspace. 
| The Assembolator is said to reduce col- 


lating labor costs by 50%. One machine 
returned its cost to the purchaser after 


| two month’s use. For More Information 
| Circle No. 115. 


POSTING TRAYS & STANDS 


Liberty Office Equipment Div., Steck 
Co., Box 16, Austin, Texas, is exclusive 
U.S. distributor of Presto Tray and Post- 
Master machine accounting equipment 


made by Twinlock Export Ltd. of Eng- 
land. This line of posting machine trays 
and stands simplifies dealer stocking prob- 
lems since the equipment is completely 
adjustable to accommodate a full range 
of ledger sheet sizes from 6” x 9” to 12” 
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CHAIRS 
» FOR DAY-LONG COMFORT. 


“4 Models 
| for everyone, 
matched to any 
decorating 
plan. 


rg oe 
Pe iS ie 

MORE WORK GETS DONE (and 

done right!) when the ones 

who are doing it “sit easy” 

. and no chairs are more i | 

downright comfortable than ASK YOUR 
Cramer chairs, engineered DEALER FOR 
for right-posture comfort ' 

and_ pressure-free support. 


Pictured from every angle—new Model A-22-DO with DAY-LONG 
scientific ‘‘Ortho-Tilt’’ four fingertip adjustments 
COMFORT 


removable upholstery covers to your order. 


CRAMER POSTURE CHAIR COMPANY, #NG, 


Dept. 0-117,1205 Charlotte Kansas City 6, Mo, 


For More Information Circle No. 329 
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FROM THE ORIGINATOR 
of automatic 


ELECTRIC STAPLING 
tHE —Sfap lex S-88 
with a NEW exclusive feature 


IN 2 SECONDS 


—Srap. lox ; FIRST... 


and — in automatic electric stapling 

now brings you an exciting, inexpensive 

stapler, Model S-88, featuring: 
POP-OUT LOADING—empty staple track 
pops out at the touch of a button—drop 
staples into track! no housing to re- 
move . . nothing to lift up or out . 
(and no more wasted time, frayed tempers, 
broken finger nails, etc.!) 


FAST — DEPENDABLE — positive, split 
second stapling always assured by the 
STAPLEX simple, perfected single contact 
control 


COMPLETELY AUTOMATIC — staples in 
stantly at the touch of a paper (or other 
material) both hands left free to work. 


PORTABLE — plugs into anyA.C. outlet. 


INEXPENSIVE—sensational new low price 
. now everyone can afford the new S-88 
by Staplex 


Your assurance of quality and dependability is 
Staplex'’s many years of manufacturing thousands 
of automatic electric staplers. Why waste time, 
money and effort on inefficient fastening methods? 
Get the $-88, today! 


THE =Sfaplex COMPANY 

777 Fifth Ave., Brooklyn 32, N. Y. Dept. 
Show me the Staplex S-88 in action! 
Send me further information. 

NAME_ 

COMPANY 

ADDRESS____ it _——_s 

11-57 1957, The Staplex Company 








For More Information Circle No. 380 


168 


x 12”, using only two models. Nine tray 
sizes were formerly required to house these 
sheets. The Presto tray unit is an improved 
model and PostMaster trays are bucket 
style with patented features to lock the 
front and back plates together, particu- 
larly designed for large machine account- 
ing forms such as payroll summaries and 
distribution journals. For More Informa- 
tion Circle No. 122. 


'NSURANCE AGENCY FORMS 


Valbro Corp., Box 367, Winter Garden, 
Fla., offers forms dealers a complete line 
of standard carbon-interleaved invoice 
forms for fire and casualty insurance 
agencies, as well as special filing supplies 
and other insurance agency forms and 
specialties. Although these forms cover 




















all variations used by this type of insur- 
ance business and appear to be custom- 
made with dealer’s own imprint or trade 
mark, they are priced at standard forms 
prices. Valbro also makes a complete line 
of standard and custom made carbon 
interleaved snap apart forms of all types 
including forms for machine accounting 
and forms on NCR paper, both flatbed 
and rotary printed. All shipments are 
made under dealer’s label with his bill of 
lading. For samples and full information, 
dealers should Circle No. 170. 
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Se we Ne 


ee DE ad 





Whether you 
make entries 
this way 





or this way 














Hammermill Ledger’s two specialized finishes 
help keep your bookkeeping straight! 


W HETHER you do your accounting in 
pen and ink or by machine, there 

is a specially designed Hammermill 
Ledger finish made for you. For book- 
keeping machines, Hammermill’s Ledg- 
er’s “Posting finish” won’t slip on the 
platen—keeps the paper straight, en- 
tries aligned. And Hammermill Ledg- 
er’s “Ledger finish” helps give you pen 
and ink records that are easy to read. 
Hammermill Ledger now contains 
Neutracel®—the exclusive pulp made 
by Hammermill from hardwoods. 


MMERAg 
— LEDGE 


Blended with other fine pulps, Neutra- 
Hammermill Ledger a 
smoother, more velvety surface that 


cel gives 


helps make ruling, typing and printing 
crisper and clearer. 

Hammermill Ledger’s soft, glare-free 
colors reduce eye strain and fatigue. 
And it’s made to stand up under years 
of handling. Write now, on your busi- 
ness letterhead, for a free sample book. 
Hammermill Paper Company, 1463 
East Lake Road, Erie 6, Pa. 


more 


L costs no 
"er 


—and actually less than many other watermarked ledger papers. 


For More Information Circle No. 237 
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The “Silver Executive 


Automatic” Shredder 


completely destroys 


confidential papers! Test for 10 days 
in your own office. 


No Obligation—Write Today! 


This is the only hopper-feed paper 
shredder that is office size. Clean, quiet, 
absolutely safe, and easy to use. Just stack 
up to 50 sheets of paper, IBM cards, time 
cards, or mixed papers in the hopper. The 
“Silver Executive Automatic” does the rest 
with its powerful 1/2 H.P. motor. 


INDUSTRIAL SHREDDER AND CUTTER COMPANY 
103 MILL ST., SALEM, OHIO, U. S.A. 


For More Information Circle No. 201 
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PERSONNEL LOCATER 

Edwards Co., Norwalk, Conn. makes 
the Lokator signal system used to locate 
personnel in various sections of an office 
or plant. The Lokator is usually placed 
at the telephone switchboard since one of 
its main uses is to call workers to the 
phone. The operator simply slides a 
selector lever to the correct name, presses 
lightly and the code for that person is 
sounded on all signal devices in the sys- 
tem. The code is repeated until the lever 
is returned to nor- 
mal position. One 
and two digits are 
used on the 20-call 
Lokator; larger SSBB BBB BBB RE RBS ee eee 
models use three. 
Units come in 20, 


40 or 60 call capac- ® 
ities. The code can 
| < 


be either audible or 

visual depending on SMAL 
specialized require- for L 
ments of the using 

company. Lokator | and LARGE 
operates on 115- 

volt, 60 cycle AC | SPACES 


but units are avail- JAN 23°57 
able for other volt- 

ages and powered FORCE Daters fit the space 

by a noiseless, syn- of all office forms. Model 400 is 
chrasus motor. A | ideal for narrow spaces—inven- 
transformer (elim- tory, ledger, sales cards etc. 
inating initial Date changes with stylus. Model 
power unit) oper- 450 is all-purpose dater; month 

estes selector unit changes automatically after 3 Ist 

and signals for sim- day change. Bold day figures 
plified wiring. Cab- are easy to see. 

inet is metal with Write for Catalog “ay 
gray wrinkle finish 

and panel in black NOV 26 1970 


with chrome trim. < 


Names are typed WM. A. & CO. Incorporated 
on a form and pro- p 

tected by a clear 96.4 216 Nichols Ave. 
plastic strip. For vy ‘ Brooklyn 8, N.Y. 


More Information i 
te : Sales Offices. NEW YORK « CHICAGO «SAN FRANCISCO « MONTREAL 
Circle No. 132. = 


For More Information Circle No. 327 
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FOLDER-SEALER 
Print-O-Matic Co., 724 W. Washington 
Blvd., Chicago 6, Ill., has added a conveyor 
attachment that stacks finished work neat- 
ly for easy pick-up and an envelope seal- 
ing attachment to the electric desk model 
Fold-O-Matic FFH-5SC Folding Machine 


which now handles all office folding and 
envelope sealing jobs more efficiently. 
It can turn out from 15 to 25 times more 
than an experienced hand worker, deliver- 
ing up to 120 folded sheets or sets per 
minute. With the automatic sealing attach- 
ment, up to 100 envelopes per minute can 




















METHODS & SYSTEMS MEN 
COMPTROLLERS & ACCOUNTANTS 
MAINTENANCE SUPERVISORS 
PURCHASING AGENTS 


The conveyor and feed wheels 
keep folded sheets perfectly aligned, mov- 
ing continously without jamming. Easily 
adjusted to match the width of the folded 
piece, the feed wheels engage each piece, 
feed it to the stacking tray which is curved 
downward for greater capacity, requiring 
less frequent pick-ups. Machine handles 
sheets for any practical fold, from 4” x 
4” to 9” x 14”, singly or in stapled sets 
up to six sheets. Sturdily built of steel, it 
is finished in gray-green baked wrinkle. 
All moving parts are of hardened steel, 
with bearings of ball and self-lubricating 
Oilite. Has powerful universal motor and 
new feed mechanism without gears. Only 
32” x 14” when fully set up, it fits easily 
on desks. Snap-in, snap-out conveyor and 
stacking tray permit compact storage in 
only 18” x 14”. Weighs 46 lbs. List price 
is $199. complete. Small additional charge 
for automatic sealing attachment. For 
More Information Circle No. 167. 


be sealed. 


Want a more efficient Property Control sys- 
tem? Identify with Serially Numbered “AUTO- 
GRAPHS”! They’re adhesive-backed . . . so easy 
| to mount . . . attractive, durable and economical, 

too. Millions in use meeting every demand for 
| positive Property Control. Just for the records 
| ... your Property Control records . . . there is no 


ME 
Mason City, lowa 


Send free samples, literature and your 
| Property Control pamphlet. 


NAME___ Saree 
| COMPANY. 
| ne eee — 


CITY. STATE__ Dept, B 
EEE GET I MASON CITY, IOWA, U.S.A. 


For More information Circle No. 328 





finer tag! 


METALOGKL me. 
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storage 
problems? 





/ he 


CHECK YORK’S COMPiETE LINE 
OF STORAGE CABINETS AND SHELVING 


For every storage need . . . Stoc-Rite wardrobe and 
supply cabinets . . . shelving . . . open, closed and 
ledge type racks... and counter units offer a new high 
in efficiency ...a new low in cost. Almost unlimited 


parts. Shipped “knocked-down,” parts are quickly 
assembled by using only screw-driver and wrench. 


Let York solve your storage problems. Write today 
for literature and prices on York’s line of Stoc-Rite 
cabinets and shelving. 


, 
‘ 
Be 
Ya variations can be assembled from standard Stoc-Rite 


\S 


r 
| York Safe & Lock 


910 Mulberry Rd., S. E. 
Canton 2, Ohio 


Please send complete details about your Stoc-Rite Multiple- 
purpose Cabinets and Shelving. 
YORK SAFE & LOCK 


| Firm 
910 Mulberry Rd., S. E., Canton 2, Ohio | 





Individual Title 





‘ | Street 
1 City 








Zone —— State 


For More Information Circle No. 196 
Tue Orrice—November, 1957 





HERE’S HOW... 


Brodie-National controls inventory~eliminates back 
order problems with an ADP* system 


a eae 


> | 
BK rodie- AN ational Jue. 
OslmevToOes sOestes mare AC TURES 


ow tow ome 
MATTE | watmmeron 


eoeceeese iio @| 
| 


Z 


RESTAURANT, HOTE SUPPLIES B EQUIPMENT SUVERWARE + GLASS 





ite hile ; : PE NE *Automated Data Processing 


Stocking 10,000 items and averaging Moore continuous form, is prepared 
5000 invoices a month, Brodie-Na- on an IBM Cardatype 858: the cus- 
tional found its manual system of in- tomer’s name and address and item 
voicing and inventory control costly description and unit price are all taken 
and inefficient: back orders were from previously prepared punched 
mounting, extending and totaling were — cards. A new item inventory card is 
time-consuming and subject to error. automatically produced, showing the 
Automated Data Processing brought new total in stock. The cards are 
speedy, accurate invoicing, an in- taken monthly to an IBM Service Bu- 
stantly available inventory check, and _ reau, and, in a few hours, give: sales 
automatic production of sales and in- — by salesmen, profit margin, depart- 
ventory information. ment sales, item sales inventory cost. 


Orders now go directly to the ware- |The Moore man, using Moore facili- 
house, a copy to billing department _ ties, helped with design and construc- 
for invoicing. The invoice, a 3-part tion of forms used in the system. 


or 
Cal 
pnnvens® " 


. " If you would like to read the details of this system in this booklet, 


write on your Company letterhead to the Moore office nearest you. ee 


es 
MOORE BUSINESS FORMS we 


Inc 
NIAGARA FALLS, N.Y. - DENTON,TEX. - EMERYVILLE, CALIF. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 


offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
For More Information Circle No. 213 
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TRANSPARENT COPIES 


Chart-Pak, Inc., Leeds, Mass. has de- 
veloped Di-Azo-Tak sensitized film for 
producing direct positive transparent copy 
on clear, pressure-sensitive foil. This ma- 
terial is used on any ammonia vapor diazo 
equipment. Wherever repetitive symbols, 
templates, legends, title blocks, letters ot 
words would otherwise be hand drawn, 
they may be reproduced from a master 
drawing in as many copies as desired, 
directly on the foil. 
After stripping off 
protective backing, 
the symbols, etc., 
may be positioned 
or repositioned on 
layouts without in- 
jury to the drawing. 
The adhesive is 
heat resistant so 
the diazo copies 
will stick during 
any reproduction 
process without af- 
fecting original. 
They may be 


SIGNALS FOR PAPER 


Cel-U-Dex Corp., New Windsor, N. Y., 
has improved Cel-U-Dex transparent file 
signals so that it is possible to attach 
them easily to bond paper, as well as to 
light or heavyweight card stock. They 
hold firmly, but are handily slipped off. 
Thus Cel-U-Dex signals now can be used 
on letterheads, forms, receipts and other 
documents customarily printed on bond. 
They can be used over and over again 





stripped off and 
reapplied without 
impairing the ad- 
hesive qualities. 
Since Di-Azo-Tak 
is clear, reverse 
prints may be made 
to be mounted on 
the underside of 
translucent draw- 
ings, adding special 


B 
BOSTON 


























to a desk 


small investment— BIG RETURN 


lettering or desig- 
nations on the face 
of the drawing with 
pen or pencil. The 
application of glue, 
cement or other 
adhesive is unnec- 
essary. Di-Azo-Tak 
has wide applica- 
tion in the indus- 
trial and graphic 
arts field. For 
More Information 
Circle No. 127. 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 


green-blue-sandtone-gray 
e less time wasted 
e better efficiency 


e less than 1c a day for one year 
with long life ahead 


Send for free comprehensive report on sharp- 
eners, Booklet N. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


For More Information Circle No. 355 
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Auto-typist eliminates routine typing 
and dictation .. . by automation 


Auto-typist is the answer to handling vol- 
ume routine correspondence. It cuts costs 
... One average typist can produce as 
many as 125 letters a day on one Auto- 
typist, AND, she can operate four machines 
at a time! 

Precomposed letters or paragraphs are 
perforated on a record “memory” roll, 
which will store 250 lines of copy. Letters 
or paragraphs are numbered to correspond 
with the push-buttons, then Auto-typist 
automatically picks them out in proper 
order, and types them perfectly! Manual 
insertions can be made at any time. Auto- 
typist will save you money . . . write for 
free booklet. 


AMERICAN AUTOMATIC TYPEWRITER CO. 
2323 N. Pulaski Rd., Chicago 39, Ill. 


Awito-TyPist 


For More Information Circle No. 312 
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for they never lose their tenacity. For 
example, a mail clerk can route incoming 
letters by attaching Cel-U-Dex of a dif- 
ferent color for each department or for 
each individual. An executive who wishes 
certain letters on his desk to go to different 
departments or individuals, or wishes his 
secretary to do various things with various 
letters, can attach signals of different 
colors. A simple chart no bigger than a 
file card with each appropriate signal next 
to each name or instruction can serve as 
a code index. Where emergency or special 
action is required, an appropriate signal 
will flag the importance of the situation. 
Cel-U-Dex signals come in 12 colors at 
$1.25 a box of 100 signals. For free 
samples, Circle No. 116. 


PRINT-OUT COUNTER 


Standard Instrument Corp., 657 Broad- 
way. New York 12, N. Y., makes the 
Tally-Print which produces accurate print- 
out, at predetermined intervals, of elapsed 
time or number of units produced. 





It is electrically connected to the ma- 
chine or process to be monitored and a 
chronologically-marked chart roll is sproc- 
ket-driven through the instrument. At pre- 
determined intervals, the total elapsed 
time or the total number of units moni- 
tored in that interval is printed on the 
tape. In addition, a visual cumulative total 
is provided for longer periods. 

Adaptable for monitoring any produc- 
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Save $ now wasted by tedious 
foenes hand folding— 


Hand folding is a headache in any office, slow and 
costly. And it takes girls away from their regular jobs, 
wastes time that could be spent on more productive work. 

Folding is a mechanical job, better done by a machine. 
The Pitney-Bowes FH is such a machine— designed for 
the office, and priced so low that any small office can 
afford one. Costs less than a standard typewriter! 

Electrically driven, the FH, with semi-automatic feed, 
can double-fold as many as 80 standard letter sheets a min- 
ute. (Automatic feed, at slight extra cost, is even faster). 

The FH can be used by anybody. It is set without tools 
in less than a minute—by just moving two knobs. Easily 
portable, it can be moved to any department where it 
is needed. 

Makes eight different folds, takes sheets from 3 by 3 
inches to 814 by 14 inches, handles most standard paper 
weights and finishes—and will even fold stapled sheets. 

With only occasional use, the FH soon pays for itself, 

in convenience as well as time saved. Ask the nearest 
PB office for a demonstration, or send coupon 
for free illustrated booklet. 


The fully automatic 
Model FM takes larger 
sizes, can fold up 
to 19,000 sheets Sn 
Costs less thana 2 4 | an hour. 
standard typewriter ! J 


PITNEY-BoweEs, INC. 
3401 Walnut Street 
Stamford, Conn. 
Send free booklet on 
Folding Machine: 


PITNEY-BOWES 


Folding Machines 


Made by the originators of the postage 
meter... offices in 107 cities. 


Name 
Address 








For More Information Circle No. 231 
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Use the NEW 


ELECTRO-STYLUS 


for the finest ruling and 
drawing on mimeograph 
stencils and spirit masters. 
This slim precision instru 
ment is used like a foun 
tain pen to trace, draw 
and rule duplicating mas Pi 

ters for perfect reproduction. Lines won’t spread, 
bleed nor tear stencils. Drawing and typing can be 
superimposed. Electro-Stylus with 5. different 
points: only $14.95 postpaid. Moneyback guar 
antee. 


ELECTRO-STYLU S , Forsyth, Missouri 
_ For More Int Information Circle No. 302 302 


VALUABLE BOOKLET AREE 


There is no obligation to us, but we feel you 
have an obligation to your organization, so 
that no one can say, a year from now, “If 
we had only known all of the facts.” 


This book contains in charts and illustrations 
answers to the following questions: 


1. The Space Problem 
—The True Answer. 


Filing Operations. 
5. Time Saved thru 


2. How to eliminate Operation Elimination. 


Traffic and Congestion. 


3. Filing Clerk Morale 
—The WHY facts. 


4. Motion Study of 


7. Results of a prospect’s survey of five 
prominent users on a point basis. 


Creator of Effective Tools for Effective Management 
Phone Westport, Conn. CA 7-411] or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


- Comparison of three 
filing methods by 
square feet and lineal 
feet. 


Please send free Booklet ‘“‘Backward or Forward in 
Filing”’ 

_ eae 

Company —---_-- 

Address 


oe ee 


"For More Information Circle No. 303 
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| engineering 
| sheets, etc., 
| tions setting up additional decks of film 
| on cards, the units handle punched cards. 


| mately $15,750. It 
| and 60” 
| operations a 
| source is required. 


conveyor belt flow, office 
printing equip- 


tion machinery, 
machines, cash registers, 
ment, automotive traffic, etc. Provides 
data for pinpointing production, analyz- 
ing tools, methods and personnel, accurate 
cost accounting and preventive maunte- 
nance. Its universality and low cost make 
it applicable for installation in all types ol 
industry, in small plants as well as large. 
fally-Print is available in 5-digit or 
4-digit printers. The standard print-oui 
intervals are 5, 15, 30 or 60 minutes, and 
special intervals can be supplied. Will 
register up to 300 impulses a minute and 
can be actuated by closure of external 
contacts. Chart roll tapes are 250 ft. long, 
require no ink and are available in varied 
speeds from 1” to 12” per hour. For More 
Information Circle No. 111. 


MICROFILM-CARD PRINTER 
Filmsort Div., Dexter Folder Co., Pearl 
River, N. Y., announces the Filmsort 
Automatic Card-to-Card Printer which will 


| duplicate microfilm negatives or positives 
| in aperture cards at speeds up to 2000 


cards an hour. Units are in use at several 
military depots where large volumes of 


drawings, maps, specification 
are handled. In military opera- 


Film for the duplicates can be of the 
diazo or Kalvar types. The automatic 
Card-to-Card Printer will sell for approxi- 
is 48” high, 20” wide 
long; weighs 1200 lbs. For most 
115 volt-30 amp. 60 cycle AC 
This permits the use 
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(Jtandard 


SALESMEN WANTED 
FOR BUSINESS MACHINES 


In Standard’s accelerated program of expansion, rare opportuni- 
ties are available for good men to assume guaranteed territories 
in many desirable areas throughout the country. 


Standard, pioneer of fluid duplicating in America with world-wide 
distribution, offers the most comprehensive line of equipment in 
the industry embracing over 25 different models of machines to 
suit the needs of business. Standard Rocket Duplicators have 
opened new horizons in the field of short run duplicating. In addi- 
tion, Standard offers a full line of duplicator supplies. 


Sales potential indicates attractive earnings with reasonable 
and intelligent effort. Bright futures for the right men. Salary 
and commission. Write Vice President, Standard Duplicating 
Machines Corp., 1935 Parkway, Everett 49, Massachusetts. 


ro 


= ||| FOR BUSINESS SYSTEMS 
1/7 
—_|/ 
For More Information Circle No. 785 
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STANDARD DUPLICATORS 





JOHN CAMERON SWAYZE . “My Cole Portable KENNETH BANGHART .. . “Split seconds are im- 
has travelled around the world with me. In any portant. For speed and accuracy | depend on my 
language, Cole’s the best.” Cole Portable.” 


Read what 
these 
top-flight 


reporters 
say. .:. 


QUENTIN REYNOLDS ... ‘‘I've tried them all, 
American and foreign. It’s a Cole Portable for me 
it’s lighter, faster, cleaner." 


Choose the COLE PORTABLE as these experts have. . 

on a train, on a plane or in your home the Cole is truly 
portable rugged too! It’s lightweight, streamlined, 
the only portable in the world with the “whisper-touch”! 
Makes typing as easy as talking. No wonder everybody 
from Alaska to Zanzibar is raving about the 1958 Cole 
portable. Take it anywhere and get accurate office per- 


formance. Dollar for dollar, the $94 50 


greatest value in typewriter history toga 


with matching carrying case 


COLE 


PORTABLE 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Go., inc. N.Y C 


For More Information Circle No. 263 
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of an 800-watt short-arc mercury vapor 
lamp as the light source for copying the 
image from original to duplicate film 
card. Filmsort has completed prototypes 
of a manual-mechanical Card-to-Card 
Printer which is expected to sell for $350- 
$400. For more Information Circle No 
126. 


ANTI-OFFSET SPRAY 


Michael Lith, Inc., 145 West 45th St., 
New York 36, N. Y., announces Weko 
Anti-Offset Dry Sprays which include a 
built-in AC-DC motorized high capacity 
air source, eliminating bulky compressors, 
water filters, valves, tanks, etc. The com- 
pact design incorporates motorized air 
unit and powder jar, eliminating extra 
tubing and pipes. Warm air travels di- 


MODEL FOR 
CHAIN DELIVERY 
PRESSES 


MODEL FOR |* 
TAPE DELIVERY it 


PRESSES | 


rectly into the powder jar and condensa- 
tion is completely eliminated. A _ heating 
rod keeps the powder moisture free, and 
prevents coagulation, for a perfect spray 
under any climatic condition. An electric 


eye automatically confines the spray to | 


the length of the sheet. Width also can 
be adjusted for small sheets. The com- 
plete spray unit is simple to install. Com- 
plete electrical controls do away with air 
valves. Weko Anti-Offset Dry Sprays 
come in models for small offset dupli- 
cators and for offset and letterpresses up 
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of nunched tape accessories | 


MODEL #5057 i 
A new high speed 
manual winder for 
coded tapes. Tape 
may be wound di- 
rectly on a spindle 
without a core — or 
on a 6” removable 
face reel. The coiled 
tape, when removed, 
has a standord core 
diameter. $18.00 
each — reels $9.50. 


MODEL #1157 

A hand operated 
folder, rapidly folds 
short tapes up to 
100 ft. into filing 
sizes. Folding arm 
properly arced, tape 
folds safely and is 
easily removed. 


$18.00. 


WRITE FOR NEW FREE CATALOG 
Contains eight pages of advanced equip- 
ment that can be profitably adapted to 
your concern’s data processing. You may 
order Dresser equipment direct or write 
for a distributor’s name in your grea. 


1058 BROAD STREET 
PROVIDENCE 5, RHODE ISLAND 


For More Information Circle No. 309 








HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


“Programming for Business Computers’’ is now 
available to teach inexperienced people to develop 
and program electronic systems for business prob- 
lems. It is based on a similar course members 
of the firm developed and are teaching at a large 
University. 

Free Brochures describing the Course are available 
upon request from BUSINESS ELECTRONICS 
INC., Computer Department, 420 Market Street, 
San Francisco 11, California. 








For More Information Circle No. 310 
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ALBANY 1. WN. Y. 








ROTARY DEPT 





TIME RECORDER 


+ TOTALIZER 


TR + T furnishes accurate data 
on office machines, systems, 
processes — on tape! Records 
, on-off time of equipment, 
productive time of personnel. 
Provides impersonal time-study 
information, true cost-accounting, 


‘| preventive maintenance data, etc. 


Continuous 4-month 
tape— needs no ink. $65 


standard...... 


INSTRUMENT CORPORATION 
657 BROADWAY.NEW YORK12.N.Y. «¢ 


Please send Brochure ‘'0’’ and 
price lists on TR + T. 


Name 
Company. 
Address 
City State > 
SOSOSseeeeeseeseeeseeeses 














For More Information Circle No. 301 


to 60”. There are two portable models 
one small and a larger model which tele- 
scopes up to 9 ft. high. For More Infor- 
mation Circle No. 149. 


INTERVIEW BOOTH 


Arnot-Jamestown Div., Aetna Steel 
Products Corp., Jamestown, N. Y., makes, 
an interview booth, partially open at both 
ends and designed for small loan firms, 
hospitals, insurance offices and other sim- 
ilar businesses. The booth has an Arnot- 
Jamestown steel Partitionette 68” high and 
48” wide on each side. A narrow panel 
at each end increases privacy but permits 
easy entrance and exit. A narrow desk 


top is fastened to the wall to provide a 
writing surface. A drawer is optional. 
Booth can be erected and dismantled with 
only a screwdriver. It can be assembled 
of panels of various heights and widths 
to meet individual space requirements. 
Wiring for lights and phone connections 
is contained in one post. A molded rubber 
foot prevents floor slippage and assures 
easy maintenance. For More Information 
Circle No. 146. 
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(C)) 


Instant Headlines at Your Fingertips 


with the NEW Headliner...Model 400! 


Now — speed the production of proofs, ready for any method of 
Catalogs, Promotional Pieces, printing or duplicating. 

Bulletins, House Organs, etc., 
with instant display type by Head- 
liner...right in your own office! 





Choose from an ever-expanding 
assortment of type styles in 
sizes up to 72 points. 

For more information on the 
Money-Saving Headliner 


Just spell out your Headline by 
quick character selection—and the 
All-New Headliner automatically 


delivers clean, crisp reproduction Mail this coupon TODAY! 


Pima tena Goapemation....o-117 © 


VARI-TYPER CORPORATION 0-11 
720 Frelinghuysen Ave., Newark 12, N.J. | 


l 
Vari-Typer) VARI-TYPER | Please send more Headliner information: | 
CORPORATION | 


720 Frelinghuysen Avenue, Newark 12, N.J. | Address 
Subsidiary of Addressograph-Multigraph a 





Text. by Vari-Typer 
Headlines by Headliner 


For More Information Circle No. 221 
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TRANSLUCENT CEILINGS ceiling is in a single horizontal plane. 

Celotex Corp., 120 S. LaSalle St., Chi- Ceiling-high movable partitions can be 
cago 3, Ill., announces two additions to its ™oved anywhere beneath the level ceil- 
line of Acousti-Lux light-diffusing panels sciallias 
for translucent ceilings. Used in conjunc- . 
tion with a suspended ceiling system and 
fluorescent lighting, the panels provide 
comfortable, glare-free lighting. The Sep- 
taline and Southland designs are available 
in 24” x 24” and 24” x 48” sizes. Acousti- 
Lux panels consist of two sections of 
molded vinyl separated by an air space for 
sound absorption and uniform translu- 
cense. Septaline panels are designed 
so that the exposed surface extends below 
the level of the suspension grid system and 
tends to conceal the suspension system. 
Since light is cast from the panels onto 
the grid, the suspension system appears 
white, like the panels themselves. The re- aaa = aes 
sult is an overall white appearance with \ | / 
minimum visual emphasis on the-grid pat- 
tern. The Southland unit is installed flush ing. Panels are easy to remove for clean- 
on top of the suspension system. Since the ing or to gain access to any portion 
panels do not project below the grid, the of the area above. Dirt and debris falling 

















Vitis Ghes mee) 1 4:7-Wie).t) 440% 
? oO 
NOW YOU CAN CUT COSTS 
step A COVEr your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 1O MINUTES ANYONE IN YOUR OFFICE 

can put on their own dampening roll TRI- 

MOL Molleton covers. It's as easy as 

Si A-B-C (see illustrated pie at 

ete” teak lett). Send in your order to- 

STEP B Slide TRI-MOL Mol- day or write for more 
leton cover (as shown) onto roller. information. 


STEP C—Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 














DEALERS AND DISTRIBUTORS INQUIRIES INVITED 
For More Information Circle No. 296 
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ORIGINATORS OF THE SPIRIT PROCESS 


PORTABLE SPIRIT DUPLICATOR 


As dependable and personal as your portable typewriter— 
and just as easy to carry—the Piccolo combines the best fea- 
tures of larger, more expensive spirit duplicators at a price 
even small businesses can afford. Check these advantages: 
@ Unusually brilliant copies ‘ ® Uses any spirit carbon or fluid 

® Rugged construction ©@ Copy size to 9” x 13” 


® Nothing to get out of order @ One turn of handle per copy 
© Up to 5 colors at one time 


Write us for dealer nearest you. 
DEALERS: Available in almost | & Welt _. Pg % oo 
rapa — 
every city in the U.S. on 
a non-exclusive basis. ue sees price plus federal excise 
a ¢ Optional addressing atte $5 


es 
COPY-CRAFT inc. 


Dept. F-10, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 


CARBON PAPER AND RIBBONS * DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES ANO GUPPLIES 
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c 


on the top panels do not cast shadows on 
the face panels. Acousti-Lux panels will 
not support combustion. A special nested 
Acousti-Lux panel is approved by Under- 
writers’ Laboratories for installation be- 
low sprinkler heads, so that a new sus- 
pended translucent ceiling can be installed 
without relocating existing sprinkler sys- 
tems. For More Information Circle No. 
106. 
NAME PLATES 

Pryor Marking Products, 434 S. Wabash 
Ave., Chicago 5, Ill., makes Personality 
Name Plates for desks and doors with 


0.C.BROOKINGS 





engraved 4%” white letters on backgrounds 
of laminated plastic in mahogany, walnut, 
gray and black. Supplied with clear plastic 


* convenient 


* modern 


stand for use on desks and mounting 
screws for doors and walls. Plates are 7” 
or 8” long, according to the number of 
characters which can be as many as 16. 
For More Information Circle No. 102. 


LEAD HOLDERS 

Mfg. Co., Lyndhurst  St., 

N. Y., makes Grifhold lead 
32” leads in single and 

Made of aluminum, 


Griffin 
Rochester, 
holders for 


double end _ styles. 





ait 


these weigh only % oz. each and are ideal 
for making layouts and all marking pur- 
poses. Holders are $1 each. Green, red, 
blue and black leads come in boxes of 24 
for $1 a box. China marking leads come in 


@ Solid working area in choice of stainless steel or plastic 


@ Swing-up shelf gives added space 


@ Sturdy legs of modern design with enclosed back and casters on one side 
@ For typewriters, adding machines, calculators, comptometers 


or can be used as a control desk 
Send for free literature today. 


THE WRIGHT LINE, Inc., 160 Gold Star Boulevard, Worcester 6, Massachusetts 


For More Information Circle No. 295 


THe Orrice—November, 1957 





NOW... 
# your mail 
i packages 
s shipments 


TIED 10x 
FASTER 


Anything you now tie by hand, you can 
tie up to ten times faster on a famous 
Bunn Tying Machine. Operates auto- 
matically to give you a tight, uniform 
tie ...in two seconds or less! Mail 
bundles, parcels, advertising literature, 
house organs, reports — whatever the 
tying job may be, machine-tying by 
Bunn can save you up to 54 minutes out 
of every hour currently spent on old- 
fashioned hand tying. Think what speed 
like this can mean to the efficiency of 
your operation. 


Check these 5 money-saving features 


Automatic adjustment to any size or shape 
without manual changeovers. 


Controlled tension prevents cutting into 


PACKAGE TYING MACHINES — SINCE 1907 


B. H. BUNN COMPANY 


product ... can’t slip off . . . reduces 
package breakage and product damage. 
No Waste: Automatically uses just the 
right amount of twine. 

Slip-proof knot can’t come undone even 
with rough handling .. . approved by 
postmasters for mail tying of all kinds. 
Simple operation is fatigue-less .. . be- 
ginners become experts in minutes. 


Mail the coupon today. Learn for your- 
self why .. . almost anything which 
can be tied by hand can be tied faster, 
better and more economically. 


MAIL THIS COUPON NOW 


B. H. Bunn Co., Dept. OF-117 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name 
Company 
Address 


7605 Vincennes Ave., Dept. OF-117, Chicago 20, Ill. : 
Export Oagt.s 10006 6. Westem Ave., GChleees 43; Th Laiccccadcmwmaacuamecmoewcnewoue 
For More Information Circle No. 211 
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a 
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IT'S A 


SET-UP 


WITH THE 
Masterlith 


& Even if you were not interested 
in speed, registration, durability, 
plate-life, or total precise control of 
paper and ink... 

You still should be interested in 
the Masterlith Offset Duplicator. 

Why? Because it’s so easy to set 
up—saves so much make-ready 
time. For example: 


Loading—F lip up the double back 
guides and side guides out of the 
way. Set the stock to the scale on 
the solid, tilted feedboard. Flip 
down the guides. Adjust two thumb- 


screws to set side guides and blow- 
ers, which move as a unit. 


Paper Feed —Use a single control to 
set either or both side jogger guides 
(while the machine is running if you 
wish). The tapes follow automati- 
cally. If the image is not straight on 
the plate, a simple adjustment 
changes the feeding angle of the 
sheet. (You don’t twist the plate.) 


Plates Spring tension holds paper 
plates. Set tension on metal plates 
with a single Vernier wheel. Use pin 
bar, oval, or straight-edge plates 


PHOTOSTAT CORPORATION 


THE OFFICE 





November, 1957 


The Masterlith Offset Duplicator Standard Model 1115. Price $3150, 
f.0.b. factory. Price and specifications subject to change without notice. 


with a simple snap-on change of 
clamp. 

And that’s it. A simple procedure 
—with no tools—that saves effort, 
steps, and time. 

Set-up ease is just one of the un- 
matched advantages you get with 
the Masterlith Duplicator. You can 
see them all proved—and quickly — 
by a demonstration at any of the 
Photostat Corporation offices listed 
below. These offices, staffed by qual- 
ified men, also carry a complete line 
of the very best offset plates and 
supplies; best of all, they give service. 


P.O. Box 1970 TO, ROCHESTER 3, N.Y. 


Masterlith Supplies, Parts and Service are avail- 
able at these Photostat Corporation Sales and 
Service Offices: 


Atlanta * Austin * Boston « Bridgeport 
Brownsville « Buffalo *« Chicago « Cincinnati 
Cleveland « Clifton, N. J. « Dallas * Dayton 
Des Moines « Detroit « Elmira « Gorham 
Greensboro « Harrisburg « Hartford « Houston 
Kansas City « Los Angeles « Louisville « Miami 
Milwaukee « New York « Oakland 

Oklahoma City « Philadelphia « Pittsburgh 
Portland, Ore. « Providence « Rochester 
Sacramento « Salt Lake City « San Diego 

San Francisco « Seattle « Shreveport 
Springfield, Mass. « St. Louis « St. Paul 

Tulsa « Washington « Wichita 

The Whitin Mastorlith Duplicator is sold and 
serviced in Canada by Gestetner (Canada) 
Ltd., Toronto. 


OR RO BER Masterlith 


PHOTOSTAT Is THE TRADE MARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 254 
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| Ea 
SAVE $$$ WITH NEW 


BuDGEX PARTITIONS 


Brand new, cost-cutting partitions— 
premium in every way except price. 
Feature acoustical spun glass sound- 
deadening core, new and simple locking 
device. Exclusive! you can saw off and 
cap a partition on the job to fit any 
requirement. Flush surfaces, handsome 
finishes. Yours at a new low price. Get 
details today. Write, wire or phone... 


Cf _ a 2 
LMM MC 


2417 EASTERN AVE., S.E. GRAND RAPIDS, MICH 














For More Information Circle No. 244 
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red and black. Another Grifhold double 
end lead holder takes two full lengths of 
drafting lead and sells for $1. Double end 
holders take up less space and allow the 
user choice of two different degrees of 
lead in one, lightweight holder. For cata- 
log showing other Grifhold drawing and 
marking implements, Circle No. 101. 


TYPEWRITERS 


DeJur-Amsco Corp., 4501 Northern 
Blvd., Long Island City 1, N. Y., an- 
nounces the DeJur-Triumph typewriter line 
which includes an electric, standard office 
and portable models. Manufactured by the 


| 
| 


Triumph factories in West Germany, for | 


half a century one of Europe’s leading 
producers of quality typewriters and office 


machines, under stringently controlled 
conditions, with a guaranteed accuracy of 
many component parts up to 1/100 mm. 
Factory tested for operation at 800 key 
touches per minute, the typewriters can 
operate at high speeds without keys 
jamming. Among the innovations is a type- 
writer “wired for sound” in both the 
standard and electric models. A Stenorette 
dictating machine can be plugged into the 
typewriter and all transcribing operations 
controlled by two keys on the keyboard. 
This control starts, stops and backspaces 


| 
| 


the dictating machine. The complete type- | 


writer line will 


selected 


be distributed through 


independent dealers under fair | 


trade agreements. Machines will be made | 


available in all decorator colors at prices 


THe Orrice—November, 1957 
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NOW! Save hours 


of drudgery 


with new 
CURVE-LINE TAPES 


For chart makers, engineers, draftsmen, lay- 
out men . . . anyone who has to “draw” 
broken, dotted or solid lines . . . these new 
1/16” and 1/32” Chart-Pak Curve-Line 
Tapes can save hours of drudgery. 


Se Oe ee ee ee ee ee ee ee ee 
(1/16” Curve-Line 


Precision printed, precision slit, pressure- 
sensitive — easily applied either freehand or 
with new Chart-Pak “Tape-Pen” (as shown) 
—Curve-Line Tape will follow a straightedge, 
curves, angles — smoothly and accurately. 


sew ew eS eee eee ee eee eee 
(1/ 


32” Curve-Line) 


In 8 styles, 14 colors, Curve-Line is the newest 
in the Chart-Pak line — which includes hun- 
dreds of patterns and combinations; also 
Border Line Tapes, templates for plant and 
office equipment layout, Pictograph and 
flow-chart symbols, and plastic workboards. 


® Facilities for special printing, precision 
slitting, of special patterns, templates 
and symbols to your order. 


For Full 
information 


and name of 
distributor nearest you, 
mail the 
coupon below. 


CHART-PAK, INC. 
13-31 River Road, Leeds, Mass. 


Please send information about Chart-Pak. 


Name 

Title__ 

Company 

Address 

ae a ee 

This coupon border made with Curve-Line Tape 


— ee eee eee 
For More Information Circle No. 294 
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is the word for 


METAL-LUX 
deluxe clerical posture chair 


There is “executive distinction” in every line of 

this chair, from its foam rubber back-rest and Latex 
“Breathing Comfo-Cushion” seat to its streamlined 
swivel base. It has no equal for posture comfort and its 
good looks excel anything ever created in metal. 

Here is a chair which “‘belongs” where only the 

very best is desired. It’s the chair that builds customer 
good-will for you. Write for complete details now 

this perfection in posture can be the most 

profitable chair you've ever offered 


se there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicago 12, lilinois 





For More Information Circle No. 363 


generally comparable to American ma- 
chines. Electric and standard models come 
with or without decimal tabulators. Both 
have interchangeable carriages and auto- 
matic paper and envelope injector and 
ejector. The electric machine has such 
other features as a repeat backspacer, 
asterisk, x, dash, plus and equal keys in 
addition to the usual repeat underscoring 


key, repeat spacebar and carriage return 
keys on either side of keyboard. A single 
lever clears all tabulator stops without 


moving the carriage in the portable, 
standard and electric models. Carriages 
on all portable models ride on ground 
steel rails, eliminating the danger of car- 
riage binds, and machine comes in a die- 
cast aluminum case strong enough to with- 
stand the weight of a man. For More 


| Information Circle No. 105. 
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AND THE COPIES 
> COST LESS! 


\ 


Here are the 5 reasons why: 


SAVES PAPER 95% of all! office work is performed at one dial setting. 
No wasted paper. 


SAVES TIME No need to proof-read Copease copies. Copease copies 
everything 
COPIES ANYTHING Perfect copies from any kind or color of paper or ink. 
Produces one or two-sided copies. 


QUALITY CONSTRUCTION Means Copease is built to last. The first Copease ever 
sold is still in operation. 


OPERATING EASE Because Copease is thoughtfully designed, anyone can 
operate it. 
BUY COPIES FOR - ASK US TO PROVE IT! 
LESS WITH COPEASE COPEASE CORPORATION 


425 Park Avenue, New York 22. N.Y., Box 0-11 
Distributors in Principal Gentlemen: I'd like to have a free 3-day trial of Copease in my office[) 
Cities. Regional Offices: Please send free literature D0 


New York, 425 Park Ave. 
Plaza 3-6692 


Chicago, 226 N. LaSalle St. 
STate 1-1383 ADDRESS 








NAME 





FIRM NAME 








Los Angeles, 3563 Wilshire CITY 
Blvd. DUnkirk 5-2881 

















For More Information Circle No. 214 
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The Olivetti Divisumma 24 is a new 
high-speed automatic calculator. It 
fits together the separate parts of a 
business figurework problem, com- 
bining them into a single continuing 
calculation. The machine, with its 
single 10-key keyboard and unique 
automatic constant and memory, is 


quite easy to operate. And, since no 





business computation is complete 
until it’s on paper, it prints the full 
record of ail calculations. For a dem- 
onstration, write Olivetti Corpora- 
tion of America, 580 Fifth Avenue, 


New York 36, N. Y. 


olivetti 


For More Information Circle No. 186 
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UTILITY STAND 


Interstate Metal Products Co., Dept. G, 
666 Lake Shore Drive, Chicago 11, IIL, 
makes the Maso Olympic utility stand No, 
1830 with a stain and heat-resistant plastic 
Lamidall top in driftwood gray. Scratch 
and mar resistant, dirt and stains will wipe 
off the 16” x 30” top with a damp cloth. 








Top is reinforced against stress and guar- 
anteed not to warp, chip or crack. The 
stand has heavy gauge tubular steel legs 
with 4” solid steel braces for rigidity. One- 
piece patented leg bracket provides firm- 
ness, and tip-toe lock control .on front 
rubber casters prevents stand movement 
when in use. Although light in weight it 


will support 500 Ibs. with ease. For More 


Information Circle No. 131. 


iE x The Miracle 
lI y p pie 
No liquids, no gum to ‘‘re-knead.’” 
interchangeable wheel filled with = 
adhesive substance lifts the dirt from 
the typewriter’s type. Just rolled over 
the type-faces, works fast, keeps type 
sparkling clean, leaves typist’s hands 
immaculate. Write for free folder at 
once. 


MICHAEL FRUMKIN 


87-11 35 Ave., Jackson Heights, 
S. ¥. 


For More Information Circle No. 292 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 

SAFE 





FOR 
NEGATIVES + OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 
X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agencies 


Write for si ea Catalog 





STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 





For More Information Circle No. 293 
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BEVCO Coat and Hat Racks 


store more garments in less space 


Mirror-like chrome 


1” tubular = steel 


36"' Single shelf $ 9.95 
36'' Double shelf $14.95 


Attach on standard 16” = stud 
centers. 
Greater strength full 1” tubing. 
Round tubing collects less dust. 
“U” sections brazed to wall plate. 
Plastic end caps—never loosen. 
Countersunk oval head screws— 
flush with tubing—not projecting. 
Available in single, double or triple 
shelves—2' - 3'- 4'-5' and 6° lengths. 
FLOOR STANDS 
ry 


— 








36'' Double shelf $39.95 36°" Island $59.90 
Foor stands with 11%" square posts. 
Shipped KD with screws for easy 
assembly 
Double-row ball bearing, ociiless. 
hooded casters with 2” soft rubber 
wheels . . . add $5.00, 
Sturdi Hangers also available 

Ask your dealer or write for catalog 


BEVGO® Precision Mt>. Co. 
831 Chicago Ave., Evanston, Ill. 








For More Informat'on Circle No. 297 
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WALL TELEPHONES 


North Electric Co., Dept. 01, S. Market 
St., Galion, Ohio, makes wall telephones 
housed in tough Tenite butyrate plastic in 
szven lustrous colors: red, coral sand, 
ivory green, chartreuse yellow, blue, gray 
and standard black. The wall telephone 


a>. 


features the same Hi-Fi transmission and 
reception quality as the North Electric 
desk phone. It saves table and desk space, 
and it can be positioned at the exact 
height for maximum efficiency. In the 
home this may mean out of reach of 
small children. For More Information 
Circle No. 152. 


COMMERCIAL PHOTOCOPY 
PAPER 


Hunter Photo-Copyist, Inc., 311 Spencer 
St., Syracuse, N. Y., makes HeccoStat 
rapid exposure speed papers for use in 
standard stat cameras. These projection 
speed papers, coated with an_ ortho- 
chromatic emulsion, are faster than ordin- 
ary papers to permit the stat producer to 
save on processing time while still getting 
good results. Field tests by large com- 
mercial stat producers show that Hecco- 
Stat papers have one of the fastest emul- 
sion or exposure speeds. Also, they have 
extreme emulsion contrast for finished 
photocopies of the highest intensity black 
and clear white. HeccoStat’s resistance to 
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Underarm Case With Space For Everything... 
Right At Your Fingertips! 


CONVENIENT! 


4 roomy pockets 
are “‘staggered”’ for 
easy separation 

of papers. 


14x 10’ ¢ 
About 


$g50 
16 x 11” $10.50 


Wafer thin, yet roomy enough to carry your 
files of important papers and correspondence. 
And everything is easy to locate . . . easy to 
get at .. . thanks to the clever index-styled 
pocket dividers. This ‘‘New Look”’ slim trim 
portfolio fits easily into your luggage or attache’ 
case .. . under plane or train seat... under 
arm. Always looks neat, new, businesslike. 


LOOKS like leather... 


FEELS like leather... COMFORTABLE! 
OUTWEARS leather 5 to! Light-weight . . 


designed for 


UNCONDITIONALLY guaranteed 5 years underarm carrying! 
ES Ee 


: : STEBCO, Dept. E-6 

See the complete selection of new TUFIDE | 1401 Jackson Blvd., Chicago 7, III. 

sales and executive cases at office supply, Please send FREE Tufide Catalog. (If you have 
stationery and department stores. Special | 


. , special case requirements, attach a note specifying 
cases designed to order. Mail coupon for your needs and quantity. No obligation.) 
details. 


COMPACT! | 


Fits in larger business case 
or any luggage! 





| Your Name_ sia 


| Company Name____ 


Stcleo (Since 1918) Address____ 


Chicago 7, Illinois | City & Zone- 


For More Information Circle No. 180 
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development fog is exceptional, as is the 
paper’s ability to bleach. For More Infor- 
mation Circle No. 136. 


No one 
can read my 
boss’ secrets 


_..NOW! 


SECRETARIAL CHAIR 


Stylex Seating Co., 911 Walnut St., 
| Philadelphia 7, Pa., makes a secretarial 
posture chair with simplified adjustable 
features to guarantee good posture. The 
foam padded backrest can be moved up 
or down, forward or back and tilted. 
Spring steel construction adds comfort to 
the back post. A convenient hand-wheel 


... because I destroy our company’s confi- 

dential papers with my portable Bantam-10 

SHREDMASTER. Destroying confiden- 

tial papers and obsolete records used to be 

quite a problem. Now it is no trouble at 

all—I simply feed them into my Bantam- | 
10 and out come unreadable shreds, ready | 
for the trash can. 

Your company, too, can have the same 
protection as thousands of other security- | 
minded businesses, government agencies | is 
and banks enjoy with the SHRED- 
MASTER Bantam-10, the only paper 
shredding machine designed for office use. | 
FREE 10-DAY TRIAL— New illustrated folder | 
describes unique Bantam-10, gives full | 
details about Free 10-Day Trial. 


Write today for Circular 40 


adjusts height of the comfortable 17” x 
14” seat which has 2” bonded foam latex 
padding. Nine decorator colors in uphols- 
tery of elastic Naughahyde can match the 
chair with any office color scheme. Chair 
finished in oven-baked enamel in 
metallic gray, mist green or tan. Has 
smartly styled, square tubular steel base 
with 134” top-bearing casters. Lists at 
$31.95. For More Information Circle No. 
134, 


Room 1116, 9 East 40th St., New York 16, N. Y. 


The SHREDMASTER Corporation 
A DIVISION OF SELF WINDING CLOCK CO., INC. 


Marufacturers also of the Clipper-14, only heavier duty 
shredding machine suitable for office use. 
Sales and Service in all principal cities in U. $. and Canada 


For More Information Circle No. 290 
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COPY-CARBON SETS 


Philip Hano Co., Holyoke, Mass., an- 
nounces Hano Copy Manifold Carbon 
Sets which consist of a sheet of carbon 
paper attached to either white or canary 


| Sub. 10 bond for use as copy sheets with 
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Twice as many recordsin the 

same space with America’s 
first space-saving 

filing system! 







SPACE SAVING 


Just 1 Visi-Shelf Filing Unit 
files the equivalent of 2 
standard filing cabinets — 
in half the floor space! 


TIME SAVING 


Filing is faster and easier 
with Visi-Shelf's exclusive 
“Facile Guide Pull!” 


COST SAVING 


Visi-Shelf units file more at 
lowest cost! 
































Visi-Shelt Filing Units are For More Information Circle No. 220 
available from 7 to 10 open- 
ings High — With or Without 


Doors — Correspondence and ' 
Legal Sizes. FREE 5 wa for Catalog today! 


VISI-SHELF FILE INC. 


i 225 BROADWAY NEW YORK 7, N. Y. 





% 








When Dependable 





d 


\\ Wis TAN 


UOISTVIL 


We passed the age of 

difficult record engravings 

into stones, even those of 

writing each copy with a quill... 

in the hasty age of electronics you 
don’t even need to write the stencil 
for making thousands of copies. 





Any typewritten or printed original, anything 

drawn, any form, chart, paste-up, 

even a photograph, will automatically 

be copied by Electro-Rex onto a mimeo stencil, offset plate or spirit 
master without further processing or proof-reading. 

Rex-Rotary D-280 will immediately produce the precise replica 

of the original in thousands of copies 

... ready for instant use. 


Rex-Rotary is the finest and cleanest 

precision duplicator, and electronic stencil 
service — for those who have no sufficient work 
for owning an Electro-Rex — 

is provided from Coast to Coast. 


Ask for an “Electro-Rex ABC” 
at no charge. 


ccuracy Counts... 


BUPLICATOR 


DISTRIBUTING CORP, 





387 FOURTH AVENUE 
NEW YORK 16, N. Y. 
Fcr More Information Circle No. 261 





letters, flat printed bills or multiple copy 
records of all kinds. These sets minimize 
the time needed to collate and count. 
second sheets. When typing is finished, a 
quick pull at top and bottom removes all 
carbons. Boxes of 500 sets retail well | 
under $4. For More Information Circle | 
No. 128. 


COUNTERS 

Faymus Div., Bankers & Merchants, 
Inc., 3229 N. Sheffield Ave., Chicago 13, | 
Ill., markets Tally-King automatic coun- 
ters. Precision manufactured for maxi- 
mum accuracy, these counters will stand 
up under continuous operation on dupli- 
cators, printing presses, packaging ma- 
chines, plastic molding presses and other 
high speed production machinery. They 
are easily mounted on machine or work 


bench and have white numerals on a black 
background for easy reading. Finished in 
heavy chrome plate or crystal finish with 
a knurled knob for resetting. The Tally- 
King line includes six models. No. TK-4, 
available in either ratchet or revolution 
type, features an error-proof mechanism 
which stops automatically if an error oc- 
curs. This model counts up to 99,999 at 
speeds up to 2,000 counts per minute. 
Other models produce total counts from 
99 to 9999. For More Information Circle 
No. 125. 


PHOTOCOPY PAPER 
American Photocopy Equipment Co., 





1920 W. Peterson Ave., Chicago 26, IIl., | 
announced a photocopy paper with a| 
coating called “vanishing tints”. The'| 
emulsion side of Apeco papers is colored | 
pink for the positive paper and green for 
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BUILT 


TO PROTECT 


= Matching cabinet 


TT 


AOMUIUANTOAUHAT A A 


available 


WITH THE CONSOLETT, there’s no 
dangerous shake, no irritating rat- 
tle. Just plenty of stability. Rolls 
to the job on four casters—anchors 
at the touch of a toe. Here’s real 
protection for electric typewriters 
and expensive computing ma- 
chines. You’ll like Consolett’s good 
looks, too. Office girls like its desk- 
like privacy. 


Attractively priced. 
Write for literature. 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Rd. © Menomonee Falls, Wis. 


For More Information Circle No. 291 


= 


| 


es 
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*“‘My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer, 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also, 


Za 


4 


LASSCO 
CORNER 


ROUNDER 
Model 20 


| $2 4-00 | 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: 4%”, 4”, %”, 2”. 
Cuts ¥%2” of stock. Heavy-duty 
Floor Model also available. 


For complete defails write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


we 


For More Information Circle No. 289 


202 


the negative paper, thus enabling operators 
of Auto-Stat machines to distinguish at a 
glance which is the emulsion side and 
which is positive and negative paper. The 
tints vanish in normal machine processing 
and copies come out in clear black-and- 
white. For More Information Circle No. 
120. 


AUTOMATIC TIME PUNCH 


International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y. 
announces the IBM 8200 Time Punch 
which punches employee payroll and job 
cost data on IBM cards at the source of 
these operations, thereby permitting auto- 
matic accounting. This eliminates man- 
ual computation, key punching and verifi- 
cation. The Time Punch, which may be 
purchased for $1250, will save a time 


an estimated ten hours a week or 
processing the attendance cards for 
1200 employees. It is available in two 
basic types. The Time Punch, as used 
in attendance time applications, will pro- 
duce punched card records of in and out 
registrations of employees, identifying the 


clerk 
more 


| day of the week, hour and hundredths 
| of hours in addition io an on-time designa- 


| 


| tion. 


Another model, the Time-Data 


| Punch, for job cost applications, will punch 


i 


start and stop times. and_ variable .data 
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A Modern Electric Duplicator 
at a Moderate Pricel... 


now Heyer offers push-button 
duplicating at little more than the 
pyre of some hand-operated machines 


Heyer has broken the price barrier with the new 
Mark II Conqueror automatic electric spirit duplica- 
tor. Every office duplicating job—bulletins, form let- 
ters, sales plans, etc.—can be produced much more 
easily on the new Model 76 Mark II Conqueror, at the 
rate of 110 clear, crisp copies per minute In 1 to 5 
colors... ata fraction of acent per copy. Its constant 
speed produces better and more uniform coples; It 
frees the operator so that the copies can be observed; 
and most Important. . . there's no effort on the op- 
erator’s part, for this new Conqueror runs without 
watching, and even turns off automatically! You can 
pay much more if you wish, but the Model 76 offers all 
this ... at a price that can't be matched. 


movet 0 c>GYrerh 
CONQUEROR 
For those who are looking for 
a fine quality duplicator at the 
lowest possible price .. . the 
hand-operated Model 70 Mark II Conqueror is the 
perfect buy. It has been completely redesigned too, 
and has a new Feed Release Button as well as Paper 
Stackers, previously found only on the Model 76. 
The Model 70 Mark II Conqueror hand-operated du- 
plicator prints up to 110 copies per minute of any- 
thing typed, written or drawn on the $9] 45° 
master ...in 1 to 5 colors at once. Plus Tex 


AUTOMATIC ~Grark LZ 
74 CONQUEROR 


SPIRIT DUPLICATOR 


MODEL 76A 


= $2995° 


Sea 


Engineering improvements on the Model 76 Mark II 
Conqueror include a brand-new Feed Drive Mech- 
anism which works only in a forward motion . 
eliminates the lurch found in old-fashioned reciprocal 
drives. It has new High Precision Clutches and Nylon 
Gears that are quiet and need no lubrication, plus 
an 11” and 14” Cylinder Stop. The completely rede- 
signed Motor Drive gives smoother operation, while 
the conveniently positioned Motor Bar permits effort- 
less fingertip starting. Operating instructions are 
permanently printed on the Model 76, so anyone 
can operate it in a jiffy. Feature for feature... this 
Mark II Conqueror is the biggest value in Spirit 
duplicators today! 


® The HEYER Corporation 11-57 
1821 South Kostner Avenue, Chicago 23, Illinois 


O Send additional information about the new 
Mark II Conqueror duplicators. 


NAME. POSITION 





COMPANY 





ADDRESS 





CITY. 





For More Information Circle No. 222 








of priceless protection 


Personal valuables in the home deserve 
the same dependable certified protection from 
fire that important papers receive in the office. You can 
give this most welcome gift of certified protection and be certain \ 
it will be sincerely appreciated. 
Surprisingly inexpensive, the insulated TREASURE CHEST is available in 
three attractive colors, with key or combination lock, 
and is certified to protect its contents from fire for a period of 
one hour in intense heat reaching 1700 degrees. 


Your local Victor dealer will show you this practical gift with the personal touch. 


Ch. oe Banh Oe ae 
SS Psa ee ef 


pop VICTOR SAFE & EQUIPMENT 
Q NG DA OP ee ss 
315 FOURTH AVENUE - NEW YORK 10.N_Y. 
For More Information Circle No. 210 
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such as employee serial number, job num- 
ber, etc., determined by manually set 
levers. After a card is punched, an inter- 
locking device presents further card inser- 
tion until at least one lever is reset. A 
Time-Data Punch may be used for both 
attendance and job cost applications, 
where plant layout permits. The inter- 
lock may be made inoperative for an 
attendance application. The 8200 will 
operate as an individual AC plug-in unit 
or as part of an existing IBM time system. 
For More Information Circle No. 110. 


PAYROLL TAX COMPUTER 


Paul S. Morton Engineering Service, 
5131 Meadowlark Lane, Kalamazoo, 
Mich., offers a Payroll Tax Calculator 
which accurately provides withholding 
tax and 244% F.I.C.A. tax without 
figuring. It is only 4%” x 11” and can be 
used as a handy marker for a payroll 
record book; also fits easily in desk or 


pocket. Made of Bakelite rigid vinyl plas- 
tic, it will not warp or change shape, so 
that scales stay in alignment. An overlay 
of clear rigid plastic sheet protects the 
easy-to-read printing from rubbing off. 
Finger smudges, pencil marks, ink and 
dirt are simply wiped away. Three models 
are available: for weekly wages, semi- 
monthly wages up to $140, and semi- 
monthly wages from $140 to $500. Re- 
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that’s eliminated with 


HYGIENIC 


Foot Comyort 


MATS and RUNNERS 





The quality floor mats that 
reduce fatigue and increase 
efficiency for all who must 
work standing. 


SY 


8 Marbleized Colors’ 


See your OFFICE SUPPLY DEALER or write 
Flooring Div. Dept. E for details 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 10, OHIO, U.S.A. 


For More Information Circle No. 288 
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FOR ALL YOUR 


Loose Loaf Equipment 


& BASS 


[|] POST BINDERS 


[] PRONG BINDERS 

T] RING BINDERS 

[—] TRANSFER BINDERS 

T] VISIBLE RECORD EQUIPMENT 

T=] BINDERS FOR MARGINAL 
PUNCHED FORMS 

[] CATALOG COVERS 

T] PEGBOARD and STRIP 

ACCOUNTING SYSTEMS 
[] BUSINESS FORMS 


Check items of interest... 
Then Attach to your Letter- 
head for Prices and 


FREE Catalog Sections. 


THE C, E. SHEPPARD CO. 


Established 1900 


44-03 21st St., Long Island City 1, N. Y. 














For More Information Circle No. 313 
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tails at $3.50 each; both units of two-part 


| semi-monthly model, $5. For More In- 
| formation Circle No. 135. 


MEASURING RULE 


C-Thru Ruler Co., 823 Windsor St. 
Hartford, Conn., offers the C-Thru Fore- 
man, a 10-ft. measuring blade for mark- 
ing, scribing, figuring, squaring out rooms, 
making circles and other purposes. The 
%” blade is self-locking; will not retract 
while in use. On one face of the rule are 


scales for inches in 16ths with 12” in 32nds, 
and a scale which converts inches to feet 
and inches. On the other face are archi- 
tectural scales: 4%”, 4”, ¥%” and 34” equal 
1 ft., and a tile layout scale which indi- 
cates the number of 9” x 9” tiles it takes to 
cover an area. A self-selling display holds 
two rules, exposing all the scales. For 
More Information Circle No. 140. 


DATA PROCESSING SYSTEM 


International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y.., 
announces the 705-III, one of the most 
powerful electronic systems for data proc- 
essing. One of the outstanding features 
of the system is a completely transistorized 
magnetic tape unit with an input-output 
rate fast enough to read or write the 
equivalent of a full-length novel once 
everv 15 seconds. This can read or write 
information at 60,000 characters per 
second, automatically checking the infor- 
mation for validity and readability. It 
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You can’t shoot quail 
wan : a “POP’’ gun! 


No job is too tough for the Hunter 
Hi-Speed Heccokwik photo-copyist. Print, 
typewriting, handwriting, drawings, pho- 
tographs —-they’re all the same. Simply 
insert the original and Hi-Speed makes 
the copy — black, clear, sharply-defined. 

And with Hi-Speed you get a_ full, 
finished dry copy in 20 seconds! No 
mistakes! No erasures! Works on any desk 
in any light. No darkroom or developing 
trays are needed. Anyone can operate it. 

Hi-Speed and its papers are American 
made —the supply guaranteed. Hunter’s 
revolutionary new development, Auto-Feed, 
is standard equipment with Hi-Speed, and 
makes photo-copying practically automatic 
and foolproof. 

All we ask is—let us demonstrate in 
your office—on your work to prove that 
Hi-Speed is the machine for you! 


Hi-Speed 
HECCOKWIK 


photo-copyist 


CLIP TO YOUR LETTERHEAD: 


Ae LiF See ew ew eo —— 
HUNTER | Hunter Photo-Copyist, Inc. | 
7" { 311 Spencer St., Syracuse, N. Y. | 
: Bucrs6/ | Gentlemen: | 
pioneer | | want the Hunter Hi-Speed | 


IN | demonstrated in my office. | 


PHOTO-COPYING 


be cee ee > ee Oe oe oe we ow ol 


For More Information Circle No. 219 
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NOW Freshen Office Ac INSTANTLY! 





ull 


Ail 
CONDI! 


REDUCES aie? 


NEW 


4 H ¥ PATENTED METER 
Fy VALVE ASSURES 
% v F 500 INDIVIDUAL 


SPRAYS 


"TRADE MARK REG 


THE NEW N° 500 “Pereonal Scge’ OLIUM AIR CONDITIONER 


Freshen the air in your Offices this quick easy way — smoke and other unwanted odors 
vanish like magic when OZIUM vapor-spray is used. The new No. 500 OZIUM dispenser 
guarantees 500 or more individual measured sprays. Also very effective when sprayed 
into the intake of air conditioning equipment. 

*OZIUM aquickLy REMOVES SMOKE... 


DESTROYS ODORS... AND REDUCES AIRBORNE BACTERIA 
ORDER THROUGH YOUR DISTRIBUTOR — OR WRITE 


Manufactured By WOODLETS INC., 2048 Niagara St., Buffalo 7, New York 
For More Information Circle No. 240 








is able to store up to three times as much 
information on each tape reel; can read 
problem data, compute and write answers 
simultaneously. Calculating time on many 
applications will be reduced by. as much 
as 40%. It will be particularly useful in 
low activity, high volume file maintenance 
applications such as inventory control, 
life insurance and freight car record proc- 
essing. Its use will mean fewer tape reels 
for master files, less tape handling time 
and larger files of data sorted in fewer 
machine passes. With a 40,000 position 
magnetic core memory (can be enlarged to 
80,000 positions by additional core storage 
unit), the 705-III system rents for $35,000 
a month and up, or sells for $1,925,000 
and up, depending on auxiliary equipment 
used. For More Information Circle No. 
112. 


MAIL SCALE 


Detecto Scales, Inc., 540 Park Ave. 
Brooklyn 5, N. Y., makes the No. 4C6 
Mail Scale with large, fan-shaped dial for 
faster, easier reading. This ,scale com- 


putes postage for every ounce of first class, 
airmail, second class, third class and par- 
cel post up to 4 lbs. For More Informa- 
tion Circle No. 119. 
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amazing 


VELVET 


ball 
PEN: cil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 
e light as a pencil because it’s wood 
e banker-approved permanent ink 
@ full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 
e nothing to press, turn, fill 
e fully-guaranteed 
Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen. 
Order from 
stationet 


Vor sample write on 
your company Ictterhead 
to Dept. O-11. 


VENUS PEN & PENCIL CORP., HOBOKEN, N. J. 
For More Information Circle No. 286 


209 








“FELT Tip’ 


+» MARKING PEN 


Makes identification of file 
folders, transfer files, supplies, 
equipment, storage boxes, ship- 
ments, etc., easy. Thin lines or 
thick—on wood, metal, plastic, 
polyethylene, — CHEMIRAC 
marks everything! 

Lets you COLOR-CODE for 
quicker, easier office routing, 
stockroom selection, filing and 
finding, etc. 


LEAK-PROOF ¢ UNBREAKABLE 
Lasts for MILES of marking and then 
can be refilled with low-cost 
CHEMIRAC ink. 


Get several colors today 
ot your office supply dealer 


PAPER CUTTER 


Michael Lith, Inc., 145 West 45th St., 
New York 36, N. Y., announces that with 
the increase in the use of improved ledger- 


| statement posting and punched card sys- 
| tems, the Michael Office Paper Cutter is 
| used as often in bookkeeping departments 
| as it is in duplicating departments. That 
| is why it is now finished in office green, 
| an attractive, soft, grayish-green hue, now 


| standard for the three sizes: 
| 20%", 
| 


83%", 14”, 
The new low cost models are of 


| heavy steel construction and engineered 


| 5000 
| automatically 





| model 


along the lines of larger precision cutting 
machines. They can cut approximately 
sheets in 10-15 minutes. All are 
locked with safety latch 
when cutter is open and all have back 
tables equipped with a permanent rule 
and movable guides for easy cutting. Each 
is safety approved and any girl 
can operate them. For More Information 
Circle No. 114. 


POCKET CASE 
Bauer-Lee & Co., 136 E. Montecito 
Ave., Sierra Madre, Calif., offers a pocket 
organizer with compartments to carry a 


Fauna Div. 


BANKERS & MERCHANTS, INC. 


6” slide rule, a plastic rule, and up to six 
pens and pencils. Case has a leather covered 
steel spring safety clip to keep it from 





3229 N. Sheffield Ave. © Chicago 1:3 
For More Information Circle No. 305 
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foo book stows MANY WAYS To SAVE, 
CONTROL, SELL MORE thu MECHANIZED 


Phillipsburg 


INSERTING 
& MAILING 
MACHINE 


business-builder for 30 years 


“Wider Horizons with Mechanized Mailing,” 

shows scores of ways to cut mailing costs, get 

GATHERS better control, boost sales. Here are only 10 of the 
OPENS FLAPS ways — get the book for the complete story! — 


ees MORE SAVINGS! 
geet ord 1 4,500 to 6,000 pieces per hour 
PRINTS INDICIA 2 Eliminate expensive hand labor 
STACKS 3 Cut costly supervisory time 
COUNTS 4 Save on floor space 


MORE CONTROL! 
5 Inspect mailings at any time 
6 Get full postage value on every mailing 
7 Time. mailings for best delivery schedule 


MORE SALES! 
8 Capture new markets 
9 Maintain contact with customers, 


gt... salesmen aoe 
This book 10 Exploit special price, market situations 
for the full 


story — it's ; . O-11-7 
packed with 


a or (1) Send Wider Horizons with Mechanized Mailing 
ae SB ZI (0 Send Brochure "New 2-Station | & M" 
processing! Name 

INSERTING 
& MAILING 
MACHINE CO. 





Firm 





Street 








For More Information Circle No. 387 
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Save time opening mail. 


as ae 





SYNTRON: "Vibrating" 





ENVELOPE JOGGERS 


—speed office procedure. Syntron 
Electromagnetic Envelope Jog- 
gers quickly loosens and shakes 
down contents of envelopes so 
that manual or automatic letter 
openers will not cut and tear let- 
ters. Also idea] for filing depart- 
ments, sales manual assembly and 
other office duties. Efficiently 
handles all weights of paper stock. 
Built for long, dependable, main- 
tenance—free service. 


Available as table deck 
or bin type jogger 


Write for complete data—FREE 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Penna. 


For More Information Circle No. 311 





falling or slipping out of coat or shirt 
pocket. Made of top quality saddle leather 
in natural tan with identification patch. 


it measures 34%” x 5%”, individually 
boxed. Retails for $3 each. For More 
Information Circle No. 130. 


FOOTSWITCH 
Vemaline Products Co., Box 222, 
Hawthorne, N. J., makes the low-cost 
Comet footswitch for use on office ma- 
chines, recording equipment, tape dispens- 
ers, heat sealing machines, photographic 


equipment, etc. It combines a steel housing 
with skid-proof base and is of rugged con- 
struction. Made in 12 different variations 
for all types of machine requirements. The 
switch itself is finished to match your 
equipment and many colors of cord are 
made available. Switches range from 6 to 
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“Bruning Copying Machines helped us 
eliminate a costly paperwork bottleneck!” 


Lawrence M. Mulvaney, 
office manager of : 
John Sexton & Co., cers, has replaced slow, costly clerical copying 


leading wholesale grocers with fast, economical Bruning ¢ opy flex machine 


| ohn Sexton & Co., one of the country’s largest 
e 


manufacturing and distributing wholesale gro- 


copying 

In Sexton’s order-invoice operations, Copyflex 
ré produces pac king lists and invoices directly 
from salesmen’s written orders, No rely ping of 
order information, no proofreading, no clerical 
errors. Orders and invoices go out faster! Cleric al 
costs have been cut 50°. 

In Sexton’s accounting operations, financial and 
operating statements are reproduc ed directly from 
written worksheets, reach management a week 


earlier. 


You can apply the important time-and-money 
saving advantages of ( opy fle x to almost any pa- 
perwork in your business. Copyflex machines are 
clean, odorless, economical—letter-size ¢ oples cost 
ess than a penny eac h for mate rials M iil coupon 


below for special literature offer. 


Send for your free copies! 


Charles Bruning Company, Inc., Dept.112G 
4700 Montrose Ave., Chicago 41, Ill. 





(BRUNING) | 
Copftlex 


Please send me literature on order-invoice 








Company 





Address 





City. County 





For More Information Circle No. 252 
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ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


foretoliial’ io) i-mate) gaat) 


up to 90% of sorting costs 
with automatic reconciliation 


s AVES 


NOW! 


PRE- PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS "ride free"’ on CONTINUOUS forms 
. . useful on tabulators, teletypewriters or 
typewriters. 
CHECK RECONCILEMENT is obtained at a 
tiny fraction of manual cost by using punched 
card sorter, collator and tabulator, 
ELECTRONIC CHECKS also available on Litho- 
sets . . . requires no change in your present 
method of preparing checks: 
We engineer many types of office 


forms. CONSULT US. 
America 


500 BITTNER ST 





AR 
ST. LOUIS 15. MO 
For More Information Circle No. 307 





-Oner FAGLE . . . it’s RIGHT 


in any office! 
@ EAGLE MIRADO writing pencils stay eee.) 
for pages! 
@ EAGLE ERASERS make mistakes vanish 
without a trace! 
@ EAGLE VERITHIN is one colored pencil 
that really stays sharp! 
EAGLE PENCIL COMPANY 


New York e¢ London e¢ Toronto 
Mexico ¢ Sydney ¢ Bogota 





For More Information Circle No. 308 
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15 amps. and are UL approved. There is 
a silent actuating switch, if desired, and a 
dustproof mechanism, if needed; also a 
dual model (side-by-side) version. Switch 
size is 23%4” wide, 342” long, %” high. 
For More Information Circle No. 124. 


EASELS 


Chart-Pak, Inc., Leeds, Mass., makes an 
aluminum easel, weighing less than 12 Ibs., 
which extends to a height of 72”, closes to 
29” x 45”, provides a work or display area 
27” x 36”, and can be set up or taken down 
by one person in a matter of seconds. A 
smaller model for use on a desk or table 
elevates to 59”, closes to 21” x 38” with a 





working area of 20” x 30”, and weighs 
less than 8 Ibs. The floor model also can 
be used for sketching when either standing 
or sitting. Both models adjust easily and 
hold any desired position. Precision design 
and non-skid feet assure sturdy, firm sup- 
port for flipovers, mounted materials and 
writing or sketching. Pads are available 
for the easels. The floor model is $65, the 
desk model, $45, f.o.b. Leeds, Mass. For 
More Information Circle No. 107. 


LOCKERS, SHELVING 


Penco Metal Products Div., Alan Wood 
Steel Co., Box 112, Conshohoken, Pa., 
manufacturer of steel lockers, shelving and 
storage cabinets, has standardized on an 
improved corrosion-resistant priming proc- 
ess for all of its products. All surfaces of 
its steel components, prior to painting, are 
primed with an insoluble phosphate film. 
This provides smoother painted surfaces; 
improved bond strength and highest re- 
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What’s all 

the excitement 
in the 

front office ? 





A demonstration of the amazing new Marchant Deci* Magic 
... the calculator that ends decimal-point errors 


The figure boys in this firm have every right to be excited about this new 
calculator that banishes decimal-point doubt, that ends decimal-point 
errors. .. forever. 


The Marchant Deci: Magic is the world’s first and only calculator to auto- 
matically set decimals in the keyboard and all dials. Touching one key one 
time guarantees correct decimals throughout a problem and inthe answer. 


This positive protection, plus many other exclusive advanced features, 
makes Deci-Magic the most accurate, the easiest calculator to use ever 
built. No wonder this firm’s calculator users asked to see it perform on 
their own figurework...fo wonder they’re excited! 


See What Deci-Magic Can Do For You— Mail This Coupon Today 


MARCHANT CALCULATORS, Inc. 


OAKLAND 8B, CALIFORNIA 


beegeneeees 
y dodo dite dh er apap : MARCHANT CALCULATORS, INC. » OAKLAND 8, CALIFORNIA 


eoo 0 euvcoe*o 
: o 
sod edhe bc 4h. che (| You may have the Marchant Man arrange to demon- 


S900 99 0009 strate a Deci-Magic calculator on our own figurework. 
. = igs ¢ 
ods > dah teddy d-dh < 8 Be Absolutely no obligation on our part. 
CeteuN" () Please send me free descriptive literature on Mar- 
a chant calculators 0-11 


NEW AUTOMATIC MARCHANT DECI * MAGIC 





Modern Management Counts on Marchant | Please attach coupon to your 
For More Information Circle No. 256 
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How To Get Things Done 
Better and Faster 


BOARDMASTER VISUAL CONTROL 


7 Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 
Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal, Compact and Attractive 
Over 200,000 in Use 


Full price $4g50 with cards 


24-PAGE BOOKLET NO. F-500 


Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 
For More Information Circle No. 314 


Traffic, 


Inventory, 


OF - THE-MONTH 
“KNOWN BY THE COMPANY IT KEEPS - LAUGHING” 


Build good will for your Company 
Magazine with cartoons by America’s 

we 3, favorite artists. For samples -prices 
send publication name and circulation. 


CARTOONS-OF-THE-MONTH, ROSLYN 3, N.Y. 


For More Information Circle No. 315 
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| enamel 


| Airy & Harbourton Road, 


sistance to cracking and chipping; positive 
protection against rust and corrosion; and 
long, trouble-free service life. Parts are 
given the undercoat by immersion in a 
hot phosphate solution prior to painting. 
This provides improved “tooth” and im- 


| parts corrosion resistance by depositing an. 


insoluble zinc-iron phosphate film on all 
surfaces. Parts are then painted with 
in an electrostatic spray process 
for uniform coverage and precise control 


| of paint thickness. All surfaces, including 


punched holes, are properly protected. For 
More Information Circle No. 103. 


RIBBON & CARBON TESTER 
F. Simonye Engineering Laboratory, Mt. 


Lambertville, 
N. J., manufactures a portable, briefcase 


| model carbon and ribbon tester for sales- 
| men’s use. The tester has handy folding 
| legs and is equipped with a counter. It 


weighs 5 lbs., complete with full paper 
roll, and has a paper feed adjustment, 
paper cutter, and an adjustment to regu- 
late printing impression on the carbon 
paper being tested. Machine costs $250, 


| or $199.50 each in lots of 12 machines. 


For More Information Circle No. 129. 


NUMBERING MACHINE CLEANER 

Wetter Numbering Machine Co., Atlan- 
tic Ave. & Logan St., Brooklyn 8, N. Y., 
offers Super Sol-Dor which is expected to 
add to the life of numbering heads. It 
quickly removes lint, dust, ink and any 
foreign matter while lubricating at the 
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same time. Containing Formula 
Super Sol-Dor is safe to handle and mini- 
mizes the hazards of toxic fumes and in- 
flammability. Its fast cleansing action is 
achieved without use of caustic ingredi- 
ents which corrode machines and injure 
the hands. When the Sol-Dor automatic 
cleansing machine is used, three quarts of 
the solution is sufficient to clean 25 to 30 
standard numbering heads. This machine 
employs an impeller to circulate the solu- 
tion, and its use eliminates the need of 
dismantling and manual brushing. When 
Super Sol-Dor is used without a cleaning 
machine, Wetter advises soaking 10 to 15 
minutes, followed by brushing and a sec- 
ond immersion. The heads can then be 
returned to use immediately after they are 
wiped well with a cloth or dried with com- 
pressed air. For More Information Circle 
No. 154. 


FLOOR PROTECTORS 
Master Mfg. Co., 9200 Inman Ave. 
Cleveland 5, Ohio, is offering a special 
free goods deal on its complete line of 
No-Dent rubber furniture cushions, avail- 





able in brown or gray, round or square. 
These high grade rubber floor protectors 
are ideal for desks, tables and other furni- 
ture. For details and complete catalog 
Circle No. 138. 


CORRECTION 
The Sunroc Corp. combination bottle 
watercooler, described on page 180 of 


the September issue of THE OFFICE, is | 


priced at $55 less than other combination 
bottle coolers. Price is not $55. Price 
appeared correctly on page 182. For 
More Information Circle No. 419. 
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She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 

Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work— 
because it erases without a 
trace. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type~ 
writer eraser, 


ie) 
CO | 
oF 
; 
< 
uj 
5 


Let EraserStik help you 
become the highest-paid 
Secretary in your office. 


With Without 
brush 20¢ brush 10¢ 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 





HSERSTIK GLE) v.s.9.7099 B 





For More Information Circle No, 414 
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Letterhead Designs 


Parson’s Paper Co., Holyoke, Mass., 
has available on request a_ portfolio 
containing 12 outstanding examples of 
letterhead designs, selected from hundreds 
submitted from all parts of the country. 
They were chosen the best examples in 
design, fine craftsmanship in the graphic 
arts processes, and appropriate choice of 
paper. The samples are offered in response 
to requests from persons interested in 
continuing the standards of fine crafts- 
manship. As demonstrated in the port- 
folio, Parson’s King Cotton Papers provide 
the background for top-quality business 
correspondence. For the letterhead design 
portfolio, Circle No. 160. 





+ 


OPPORTUNITY 
IN 





GERMANY 


One of Germany’s largest 
and most important firms 
dealing in special office 
machines and systems, 
with its own national 
branch office and service 
organization, is available 
for distribution in 
Germany of spe- 
cial office ma- 
chines. Write Box 
1157 c/o Office 
Publications, 232 
Madison Ave., New 
York 16, N. Y. 





For More Information Circle No. 350 
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Data Processing Guide 


John Diebold & Associates, 40 Wall 
St., New York 5, N. Y., offers a 14-page 
booklet outlining the steps to be taken in 
installing automatic data processing sys- 
tems: problem definition, systems studies, 
orienting, selecting and training personnel; 
equipment specification and programming | 
aid. In addition to assessing a company’s | 
needs and determining whether it can 
profit from automatic data processing, | 
and if so, how; setting up, staffing and| 
operating a data processing center presents | 
problems requiring specialized knowledge | 
which many companies do not possess. | 
The booklet points out how this assistance | 
can be obtained. For a copy, Circle No. | 
153. 





Office Equipment | 

H-O-N Co., Muscatine, Iowa, offers | 
their new catalog showing the complete, 
H-O-N line of desks, files, storage cabinets, | 
bookcases, costumers, etc. The catalog is 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS e 


LOW-COST “CONVOY” § 
e STORAGE FILESe 


Q 
A 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 


| corrugated board processed to 


H-O-N 


fF OFFICE EQUIPMENT 


| deposit 


| remarkable strength. 


letter, legal, check, 
slip, tab card 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 


STATION B, BOX 216-H 


Sizes: 


| CANTON 6, OHIO 


| 
handsomely printed with plastic spiral | 
binding and all items illustrated in color. | 
A cut-tab index makes for ready reference. 
Complete specifications and prices are 
provided. For a copy of this useful catalog, 
Circle No. 150. 


Addressing Method 


Weber Marking Systems Div., Weber 
Addressing Machine Co., Mount Prospect, 
Ill., offers a folder describing the Web-O- 


Printing method of addressing of labels, | 


Tue Orrice—November, 1957 


For More Information Circle No. 319 


SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


CAN-PROG,.. 


at mewhuame OF 


For More Information Circle No. 320 





tags and cartons. Application photos show 
the different ways a Web-O-Print duplicator 
is used to imprint shipping addresses and 
product information. There is a _ chart 
listing 11 different Web-O-Print models 
with their printing dimensions and prices. 
A check list shows other small duplicat- 
ing applications throughout plant and 
office where Web-O-Print can be used. 
Photos show modern methods for prepar- 
ing the Weber stencils. For the folder, 
Circle No. 157. 





VISUAL 


MAGNETIC 
_CONTROL. 


MAGNETS MOVE FASTEST—& “EASIEST—OF ALL! 
Simplest Control! for PRICES & 
Sales e Production — 


Charts e Personnel 
Malaienense e Scheduling 
INCLUDING 


Machine Loading 
Visual or-omaiens 
COLORFUL MAGNETS 
MAGNETIC | Om eASHOW "ve. ica 


ELEMENTS | INSTA 
GET THE JOB DONE REQUEST 


Methods Research Corp. | 


442 Mosel Avenue, Staten Island 4, N. Y. 


Priced From 


$38 





For More Information Circle No. 316 


Automatic Data Processing 


Commercial Controls Corp., Subsidiary 
of Friden Calculating Machine Co., 
1 Leighton Ave., Rochester 2, N. Y., 
offers a booklet, “Friden IDP Products in 
Action”, containing integrated data pro- 
cessing applications involving not only the 
Friden Flexowriter automatic writing 





machines but 
machines. 


many other tape-operated 
Such functions as order invoice 
writing, purchase order writing, and ac- 
counts payable are all illustrated with 
easy-to-read, full-page flow charts and con- 
cise descriptions. Time and money-saving 
features of the system are described. For 
a copy, Circle No. 162. 


Photocopy Data 
Hunter Photo-Copyist, Inc., 311 Spencer 
St., Syracuse, N. Y., has prepared an 
attractive, stiff-bound file folder containing 


PRE-INFLATION OFFER! 
TACKY FINGER—2 FoR $100 


check sorting, filing, 


Paper handling, money counting, 
etc. is 50% quicker, 


more accurate and sanitary with 


the new Evans Tacky-Finger. Stainless, odorless, grease- 


less. Replaces sponges and finger guards. 
dividends in efficiency and employee morale. 


$1.00 today for postpaid 100-day supply! 


/ 


Enjoy big 
Send 


: EVANS SPECIALTY COMPANY 
P. O. Box 8128-0 Richmond, Va. 


For More Information Circle No. 318 
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all their descriptive literature on photo- Station Phillipsburg is designed for billing 
copying equipment, plus samples of the and paying functions. It inserts _ bills, 
seven different photocopy papers. The checks, statements, premium notices, 
folder has an index tab for use in per- 

manent reference files. Each paper sample 

carries a concise description of its content 

and the conditions under which it is used. 

Included is an 8-page brochure on Hunter’s 

HeccoKwik standard and high speed 

models, and several pieces describing the 

Hunter Cub, an economically priced unit 

for small and medium-sized offices. For 

the folder, Circle No. 164. 


V-Mail Program 

Inserting & Mailing Machine Co., 
Phillipsburg, N. J., offers an 8-page book- 
let telling how the World War II V-mail 
bottleneck was broken. In 4% years, a 
total of 1'4 billion V-Mail letters were 
stuffed by 200 Phillipsburg Inserters at punched cards, prospectuses and similar 
bases throughout the world and on ships. matter. Applications are spelled out in a 
On Pacific islands inserting machines were _ full-page work-wheel chart in the brochure. 
delivered by parachute. The new two-_ For a copy, Circle No. 156. 


COLOR—CODED FOLDERS 


(Prevents Mis Filing) 

We color-code in bright colors (you specify the 
color) with I!/4"" band on regular or shelf folders. 
All popular weights of manila and kraft file folder 
material. 


Sold Thru Dealers Only 


Southern Folder & Index Co. Your inquiries answered promptly. 


P. O. Box 1232, El Dorado, Ark. Write for catalog. 


For More Information Circle No. 322 





— — STATIONERS ... PRINTERS ... AGENTS . 


PROFIT 1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 
ONE-TIME .$%4)5a57- CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 

lucrative discounts ... their own imprint on forms 

. .. protection on repeats. 1,015 dealers are mak- 
New Carbonless ing (Snap)-Easy money—So can you! Write today! 
Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 











For More Information Circle No. 321 
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PEED 
YOUR TYING 


TIE LETTERS, 
PARCEL POST, 
CHECKS, BOXES, 
CIRCULARS, 
LABELS, 
PRINTED MATTER 
AND 
THOUSANDS OF 
OTHER ITEMS 
10 TIMES 
FASTER 

with an 


AUTOMATIC PAK TYER 


Low in cost. This ALL-PURPOSE 
Tying Machine will tie any size or 
shape package tight. No adjust- 
ments needed. Easy to operate 
and maintain. Ties cotton twines, 
tapes, and braids. Several models 
to choose from. 


LET FELINS CUT YOUR MAIL- 
ING COSTS. WRITE FOR CIR- 
CULARS AND PRICES NOW. 








FELINS TiNc.acane co, 








Nippo Check Writer Fayd 


Gives the same POSITIVE 
PROTECTION as machines 
costing up to $500.00. 


It is a machine that will 


absolutely prevent the mu- wo 
tilation, alteration or forg- <= p 

ing of the figures in checks ° Om, 

and other valuable securi- Z 


Ges. (G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 











For More Information Circle No. 347 


Writing, Drawing Tools 


C. Howard Hunt Pen Co., Camden 1; 
N. J., have published a 24-page catalog 
describing their complete line of products. 
This Catalog No. 30 contains actual size 


| views of each Boston Pencil Sharpener 
| model and trade information on the com- 
| plete Hunt line, including the new Speed- 
| ball Steel Brushes. For the catalog, 


Circle No. 163. 


Copying Equipment 


Haloid Co., 57-101X Haloid  St., 
Rochester 3, N. Y., offers an 8-page 
brochure fully describing the xerographic 
copying process and the use of each piece 


| of Xerox equipment. A list of everyday 


uses and general duplicating requirements 
is included, suggesting improved means of 
cutting costs and speeding paperwork. For 
a copy, Circle No. 155. 


Business Films 


Business Education Films, 4607 16th 
Ave., Brooklyn 4, N. Y., offers their latest 
catalog supplement containing a descrip- 
tion, running time and rental cost of new 
films. For a copy, Circle No. 165. 


Forms Catalog 


Modern Business Forms Mfg. Co., 


| 331 W. Court, Cincinnati 2, Ohio, offers 


forms dealers their 1958 catalog, the larg- 
est they have ever presented. In addition to 
lower prices, they show a full line of 
stock forms lithographed in blue ink on 
NCR paper. Availabie to distributors 
throughout the country, except the Moun- 
tain States and Pacific Coast area and 
overseas, which Modern does not service. 
The firm is enjoying the largest volume 
in their ten-year history. They have in- 


| stalled a new web lithograph press which 


has been on the drawing board since 1956, 
is American designed and built, and they 
claim, has a number of special features 
including the ability to run NCR paper 
front and back much easier. This is im- 
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portant to Modern, as they are one of 
the leading independent NCR forms lithog- 
raphers. Other features are unusual sim- 
plicity in registering the components of a 
form, accessibility of all moving parts to 
the operator and tremendous speed. Be- 
cause of this and their substantial increase 
in business, their costs have been reduced 
despite increases in material and labor. 
and they have made reductions in prices on 
quite a number of items. For the catalog, 
Circle No. 173. 


Multiple Workspace 


Howe Folding Furniture, Inc., 1 Park 
Ave., New York 16, N. Y., states that 
increasing space costs and the need for 
frequently changing workspace require- 
ments have turned companies to multi- 
purpose room set-ups. They offer a folder 
which explains how to make multi-purpose 
use of floorspace to meet this problem. 
The same rooms can be used for such 


purposes as training personnel, sales meet- 





ome CALCULATING MACHINES 
Pi 


DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 49119 


| 


ings, conferences, showing business films— 
all within the span of a single day, using 
sliding wall partitions, built-in audio-visual 
training aids and storage areas. Folding 


tables provide flexibility for constantly 
changing arrangements. The folder an- 
swers a variety of work-space problems. 


For a copy, Circle No. 158. 


\ 





For More Information Circle No. 324 
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SPA International Conference 


Systems & Procedures Assn. of America 
held its 10th International meeting in Los 
Angeles, Oct. 7-9. This was the associa- 
tion’s first national conference west of 
the Mississippi. A registration of more 


than 1,000 guests attested to the success 


Systems-Man-of-the-Year Award was _pre- 
sented to Victor H. Roman (center), Standard 
Oil Co. of Calif., by F. Walton Wanner 
(right), SPAA president. At left is Leslie H. 
Matthies, general convention chairman. 


of an intensive educational program (THE 
OFFICE, Oct. 1957. pp. 86-88). The 
exhibits of 37 manufacturers included 
nearly every electronic office system as 
well as related equipment. The 1958 
meeting is scheduled for Pittsburgh. Exact 
dates and additional information can be 
had from Systems & Procedures Assn., 
4463 Penobscot Building, Detroit 26. 


Iron-Steel Systems Committee 


“Customer Invoicing Problems” will be 
tackled by members of the Basic Iron & 
Steel Industry committee of the Systems 


99 4 


& Procedures Assn. of America at their 
20th quarterly meeting in Pittsburgh, Nov. 
14-15. Approximately 100 executives from 
across the nation will attend. 


AMA Reelects Crunk 


American Man- 
agement Assn. an- 
nounced the reelec- 
tion of William L. 
Crunk, general su- 
pervisor, sales offices, 
Reynolds Metals Co.., 
Louisville, Ky., as 
vice president in 
charge of AMA’s 
Office Management 


: William L. Crunk 
Div. 


Reproduction Conference 


The Ist Visual Communications Con- 
gress will be held at the Hotel Sherman, 
Chicago, Dec. 7-10, by the Society of 
Reproduction Engineers. Over 50 com- 
panies will exhibit their -»products. Infor- 
mation can be had from the Society at 
317 Maynard St., Ann Arbor, Mich. 


Air Conditioning Saves Money 


How much does air conditioning save? 
Here are figures from the business re- 
search department of Carrier Corp. To 
send 13,789 governmental workers of all 
pay grades home early from six different 
buildings in Washington, D. C. one day last 
July cost more than $82,000. Employees 
were dismissed between 1 and 4 p.m. 
In the nation’s capital, it is estimated that 
approximately 70% of federally-owned or 
leased space is air conditioned. Of all 
such areas outside Washington, less than 
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DAVIDSON 
_., SUPPLIES CATALOG 


explains how Laboratory Control 


/ASSURES QUALITY OFFSET 


@ DAVIDSON CORPORATION, pioneer 
in the simplification of offset operation, wants to send you a free 
copy of its latest Supplies Catalog—one of the most informative 
ever prepared by an offset equipment manufacturer. 


The Catalog explains how Davidson Supplies are “Laboratory- 
Controlled” to assure consistently fine quality offset on every job 
you run. You'll find scores of new products in the Catalog, includ- 
ing a full line of plates, platemaking equipment, operating supplies, 
blankets and a host of production attachments. You'll also be inter- 
ested in the illustrations and de- 
scriptions of the Davidson Embee ((#RRA 


DAVIDSON CORPORATION 
folding machines and ProType. 


A Subsidiary of Mergenthaler Linotype Company 
20 RYERSON STREET, BROOKLYN 5, NEW YORK 
Distributors in oll principal cities and Conoda 


SEE PROTYPE DEMONSTRATION 


salon hasan coat taatbearrns adr casi Peele ead cebu nachasas wc abaet ecen, 


DAVIDSON CORPORATION °!!-7 
29 Ryerson Street, Brooklyn 5, New York 
(J Send Supplies Catalog 
(1) I’d like a ProType demonstration 


Davidson’s 

ProType, the 

simplest 
method for setting display type 
and headlines photographically, 
produces quality typography 
quickly, at low cost. Over 10,000 
type styles and sizes are avail- 
able, 6-90 point. Check coupon 
for demonstration. 
Headings in Protype ¢ Text in Linotype 


Name 





Firm 





Street 








City Zone State 





SEE AO AY OO A Be ee Sih Se a San a me ay 





For More Information Circle No. 348 
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A. C. GILBERT, JR., President 


The A. C. Gilbert Company 
New Haven, Conn. 


Makers of Erector Sets and Ameri- 
can Flyer Trains 


A. C. Gilbert Co. has used Traveletter for over 40 years 


“Both our Sales and our Accounting Di- 
visions have been very pleased with Trav- 
eletters. The Sales Division likes them 
because they provide ready cash at all 
times for the men on the road without 
the risks of carrying large amounts of 
cash. It saves time and money through 
avoiding costly emergencies that might 
require wiring money. Our Accounting 
Department likes them because they mini- 
mize the amount of cash advances required 
for a salesman, eliminate the risk of loss 
or theft and give very good control over 
salesmen’s expensés. The proof that we 
like them is that we have used Traveletter 
for over 40 years.” 

The Traveletter System reduces cash ad- 


Traveletter vances, saves accounting time and lost 


orders, builds morale of salesmen. 


the better system for 

handling travel expenses .. . 
since 1894 

Descriptive Brochure on Request 


TRAVELETTER CORPORATION a GREENWICH 3, CONNECTICUT 
For More Information Circle No. 188 
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10% are air conditioned. The 60-fold 
volume increase in the air conditioning 
industry, during the last two decades, has 
been largely in offices of which 40-45% 
are now air conditioned. 


Dean of ICS Institute 


Dr. Inez Ray Wells of Ohio State Uni- 
versity, was elected dean of the Institute 
for Certifying Secretaries, of which she 
has been a member since 1956. A depart- 
ment of the National Secretaries Assn., its 
chief function is to supervise and develop 
the Certified Professional Secretary ex- 
aminations. 


Study Computers at Home 


A home study course in programming 
electronic computers, the first and only 
one of its type, is offered by Business 
Electronics, Inc., Computer Dept., 420 
Market St., San Francisco 11. The course 
is similar to one being taught at the 
University of California and is for busi- 
ness people who have no technical train- 
ing or experience. Many business firms 
have enrolled employees who learn how 
to develop and program systems for pay- 
roll, accounts receivable, inventory con- 
trol, etc. For a free booklet describing 
this course, Circle No. 139. 


Executive Talent Hunters 

Organization of a specialized Executive 
Search Staff was announced by Helen R. 
Wilson, management consultant, with 
executive offices at 3540 Wilshire Blvd., 
Los Angeles 5. The purpose of the organ- 
ization is to locate senior and junior 
executive talent for business. 


Consulting by Mail 


A unique management consulting serv- 
ice, by mail, is offered by Irvin A. Herr- 
mann, 752 S. Hoosier Ave., Evansville 
15, Ind. He had been executive vice 
president, general manager and admini- 
strator of systems and procedures for the 
now liquidated Servel, Inc. A NOMA 
Leffingwell Medal winner and author of 
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several widely read books on office sub- 
jects, Mr. Herrmann’s service is explained 
in literature which may be had from 
above address or Circle No. 169. 


Management Center Opened 

The largest resident training facility for 
business executives, the AMA Academy of 
Advanced Management, was opened at 
Saranac Lake, N. Y., last month. Ameri- 
can Management Association’s $2-million 
educational and research center was dedi- 
cated to “enlightened management philos- 
ophy and improved management practices 
as a service to humanity.” Some 70 execu- 
tives from various parts of the country 
attended the opening classes. A new 
course in decision making opened Oct. 7 


“Deadly” Spirit Paperwork 


Red China condemned to death two 
Taoist religious leaders accused of equip- 
ing a spirit army with “paper robes, swords, 
warships, banners, bows and arrows in a 
vicious attempt to attack the Communist 
Party” according to the Associated Press. 


Wants No Christmas Parties 


Chicago Police Commissioner O’Connor 
asked office managers to ban Christmas 
parties in an effort to reduce holiday 
traffic deaths. His advice is, “If you want 
to give whisky to your employees, send 
it to their homes.” 


Industrial Management Awards 


Top prize winners in Industrial Manage- 
ment Society's Methods Improvement 
Competition, held in conjunction with the 
21st Annual Industrial Engineering & 
Management Clinic in Chicago, were 
Hersey Mfg. Corp., South Boston, Mass., 
for companies under 1000 employees, and 
Texas Instruments, Inc., Dallas, for com- 
panies over 1000 employees.  Allis- 
Chalmers Mfg. Co., Milwaukee, won a top 
award for methods improvement in the 
office, and Bradley University, Peoria, III., 
won first place in the student division. 








BUSINESS FORMS PRINTING CO. 


Plant Location 


SAN DIEGO, CALIFORNIA 


2950 National Ave., San Diego 13, Calif. 


Sales Offices 
SAN DIEGO—LOS ANGELES—PHOENIX 
Rotary Manufacturers 


Snap-Outs & Continuous 
Business Forms 





For More Information Circle No. 354 


BUY New Pocket 
“SIDE SADDLE 
STAPLER" for 


regular desk work, 
saddle stitching, splic- 
ing, tacking, long & 
hard reach jobs, also 
plier type use. Uses 
standard staples. 


LANSDALE 
=1-1010) 01 on g-el0)-1-16)-7-E8le)) 
BOX 568 LANSDALE, PA. 


For More Information Circle No. 353 











OFFICE KNIFE 


#119 

$1.00 

Also penholders, lead holders 

carton openers, marking pencils. At pro 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 





For More information Circle No. 352 


PHONE 


with both hands 
free to work! 


® 
AT LEADING STATIONERS 
or write to P. O. Box 8788, Portland 7, Oregon 


For More Information Circte No. 351 


228 


Smart Secretaries 
State Standards 


JACK HORNER 


HERE IS NO “average” American 
secretary, just as there is no “aver- 
age” American anything. Each one is 
an entity unto herself, with her own 
ideas, her own ideals, and her own de- 
lightful sense of humor. To find out 


| what secretaries think about themselves 
| and their jobs, Letterex Corp. of Wash- 


ington, D. C., conducted a contest in 


| which secretaries listed the things which 


fall into the rather hackneyed category 


| of Do’s and Don’t’s for secretaries. The 


idea of Do’s and Don’t’s is as old as 
Adam; but the responses to the contest 
were as fresh as a spring eve after a 
light rain. 

William W. Bradford, president of 
Letterex (which manufactures manifold 
combination carbon and _ second-sheet 
sets), was delighted with the response to 
the contest—which offered as first prize 
a flight to the enchanting atmosphere of 
Nassau. 

In earnestness or in jest, most of the 
hundreds of entries stressed personal 


| good grooming, promptness in getting 


to work, and proper evaluation of a 
secretary's position. In almost Biblical 
entry “Thou shalt 
keep thyself and thy work neat.” In 


terms, one stated, 
poetic lines, one secretary launched into 
the subject of personal appearance with: 
“Keep scrupulously clean; 
Dress simple, but neat. 
This even applies 
To the shoes on your feet.” 
A chuckle line in one entry was, “ 
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secretary should not dress like Anita 
Ekberg, even though the secretary is 
built like Anita Ekberg.” 

The secretaries generally agreed that 
a suit is the best secretarial attire. One 
entrant, veering from the general line, 
observed that if a secretary doesn’t wear 
a suit well, she should concentrate on 
simple dresses chosen with one view in 
mind, that they are for business wear. 

One young lady, talking about a s2- 
retary’s personal appearance, said tha: 
the boss may want to date a show girl, 
but, he doesn’t want one around the 
office. 

The entries which went into 
all banned dangling earrings, jingling 
bracelets, wild nail polish—and crooked 
Also frowned on was the 
wearing of the same costume two days 
in a row. Although secretaries work 
for comparatively modest salaries, they 
felt that judicious purchases could keep 
their working wardrobes large enough 
for attractive variations in their day-to- 
day appearance. 


detail 


hose seams. 


Secretaries agreed that dressing 
should be finished at home—that last 
minute hose-straightening, nail polish- 
applying, and hair-arranging at the of- 
fice are taboo. They also agreed that, 
when repairs are necessary, the ladies’ 
room is the place to make them. 

The ideal secretary, 
striving to be ideal, is one who is un- 
swervingly loyal to her boss and to her 
company. All entries which touched 
on the subject unequivocally banned 
gossip or tainted remarks about the man 
who signs the checks, or the firm itself. 


or one who is 


The boss was the subject of a great 
many sage observations, such as, “Make 
your boss feel (without having to tell 
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KLEEN-ALL® 
Newly =CLEANSING CREAM 


Improved 


Now packed In 
unbreakable 
beautiful '/2 Ib. 
and 1 Ib. 
PLASTIC 
CONTAINERS 


For 
Removing Kleen-All removes stains fast. 
e All Hecto- Leaves hands soft and smooth. Does 
graph oe ey toe discolor fingernail 
polish. Yo pure cream—no 
Spirit Carbon filler used. Contains no impurities 
which have to be hidden with color. 
Stains The SNOW WHITE cleansing cream 
Mimeograph made solely of cosmetic ingredients. 
Multigraph Can be used for removing stains 

Ball Point Pen 


from clothes. 
Ink Stains CONTAINS LANOLIN 
KLEEN-ALL will not 


L deteriorate, harden or shrink 
while meee on your shelf, UNCONDITIONALLY 


ARANTEED FOR ONE YEAR. 
We also manufacture nhe DUPLICATING 


Our products can be ordered through your local supply 
10US6. 


Write for price list and FRE&t 2 oz. sample jar. 


KRAYER MANUFACTURING CO., Inc. 


542-548 Pine Street Elizabeth 1, N. J. 
For More Information Circle No. 372 











| For full 


Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 
Continuous 
Form Work 


Bookkeeping 
Machines 


information write: 


DUPLI-TYPER CO. 


456 Fourth Avenue, New York 16, N. Y. 








For More Information Circle No. 373 
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BEST 
TEST 


of reliability 


can be found in the names of the 
companies he serves. Consolidated, 
for example, manufactures busi- 
ness forms for some of America’s 
largest firms. But, large or small, 
everyone enjoys fine service, reli- 
able deliveries, competitive prices, 
and the widest range of standard 
forms, tabulating forms, W-2 and 
other tax forms. Custom printed 
forms for every purpose. Send for 
Catalog Aor send sample of form 41 
~. for quotation. 


CONSOLIDATED 
BUSINESS SYSTEMS. INC. 


30 Vesey St.. N.Y. 7, N.Y BArclay 7-3687 


For More Information Circle No. 365 
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“é 


CHOICE OF AMERICA’S TOP 
CORPORATIONS FOR KEY CONTROL 


Put system into key handling with Telkee. Well- 
conceived systems are a must with top corporations 


today, and their first choice is Telkee 


WHAT IS TELKEE 

Telkee is o sensible, easy-to-use system for keeping 
track of 100’s or 1000's of keys. Because of three-way 
indexing, absolute control of every key and duplicate 
is guaronteed. Telkee saves time and money becouse 
it is the automatic key control system. 

GET FULL FACTS NOW 

Study the story of Telkee and see how it will solve 
your key problems. Obtain full facts today without 
obligation 


For free booklet, write to Dept. O-117 


The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION. GLEN RIDDLE, PA 


For More Information Circle No. 364 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 

COFFIELD 

EVERLASTING 

Interchangeable 
ORGANIZATION 
CHART 
A typist, a typewriter and typing paper 
are all you need to keep your chart up 
to date. It’s that simple! 


sim b 


' 
t 
> Stieee aiae) 


aynite 

per ermiie dd 

bie) kavmme! 
imte 
nue 
vies 


eis 
ih 
mii 


i) 
ase 
seein: 
yew 


e Sizes to Fit Any Organization Structure 
e All Parts Are Movable and Re-usable 
¢ Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No, O-11 


MANAGEMENT CONTROL CHARTS CO. 


1713 N. WELLS ST. CHICAGO 14, ILL. 


For More Information Circle No. 366 


SYSTEMS, PROCEDURES 
& OFFICE REPRODUCTION 
CONSULTING SERVICE BY MAIL 


We can help you reduce your operating costs 
and improve efficiency by modernizing your 
present methods, systems and procedures. 


SEND US YOUR PROBLEMS ON 
Filing-Indexing Inventory Control 
Order-Invoice Production Order 
Sales Record Forms Control 
Ledgers Form Design 
Purchase Order Office Reproduction 
Receiving Report Systems Duplicating 
WRITE FOR OUR OPERATING PLAN 
STATING YOUR PROBLEMS 


IRVIN A. HERRMANN 
752 S. HOOSIER AVE. 
EVANSVILLE 15, INDIANA 
Author of MANUAL OF OFFICE REPRODUC- 


TION (The Office) and OFFICE METHODS, 
SYSTEMS AND PROCEDURES (Ronald Press’ 











For More Information Circle No. 367 
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him) that you think he is the smartest 
businessman in the whole world.” An- 
other, “Thou shalt remember thy boss 
is only human and can make mistakes, 
too.” And, “No boss ever thinks it’s 
fun—when you disagree with what he’s 
done.” 

Many of the secretaries dwelt on re- 
lationships with other persons as well as 
the boss—persons with whom they came 
in contact either in person or on the 
telephone. Remembering that secre- 
taries are the “voices” of their office on 
the phone, they themselves recom- 
mended such adjectives as “warm, 


pleasant, efficient, and sincere” as being | 


guides for the ideal telephone tech- 
nique. In person or on the phone, 
gushiness was ruled out. 

Secretaries, conscientious in their 
work, frown on many aspects of their 
business lives as they are often depicted 
in cartoons or jokes. The efficient office 
workers are anti-gum chewing, anti- 
long coffee breaks, and anti-lengthy per- 
sonal telephone conversations. They 
are also against trivial chit-chat that is 
not concerned with proper office oper- 
ation. And, they agree that the things 
to be filed are business papers, not fin- 
gernails. 

“Thou shalt always tell the boss how 
wonderful he is.” And, “Thou shalt 
always tell the boss’ wife how wonder- 
ful she is!” One entry amusingly likened 
a secretary to, “A screen to protect the 
boss from unimportant interruptions, 
but a projector to keep him informed.” 

Concerning mid-morning refreshment, 
one young lady typed, “Don’t go out for 
coffee breaks when you're in the middle 


of transcribing letters—unless you are 
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NO OTHER 


PAPER CUTTER 


FOR te OFFICE IS BUILT 


TO SELL $O LOW! 


The Michael 
Paper Cutter 
3 Sizes 
83", 14” 
and 203” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 


’ for stationers, advertising agencies, 


photo finishers, banks, insurance 

companies, schools, colleges, small 

printers, letter shops, offset shops. © 
Order from your dealer or i 


Michael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


anti 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 4 
widths. Send Circular 
56-0 and prices. 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, tI. 


For More Information Circle No. 361 
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VERTICAL 


FILES 


When you learn how 

simple and easy it is 

to FILE and FIND Stencils and Offset Negatives 
or Masters — using the MIM-E-O Spring Clip 
method — you'll never again make work for 
yourself the old, ‘“‘never-sure’’ way! 

In MIM-E-O Files stencils and masters “hang™ 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — which means fast and profitable 
re-runs. 

LOW-COST, sturdy MIM-E-O Verfical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL costly pre- 
paratory work is SAVED. 

SEVEN (7) models available to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


EASY-FILE CLIPS 


EASY-FIND INDEX 


MIM-E-O STENCIL FILES CO. 
2027 W. North Ave. . Chicago 47, Ill. 
500 Distributors . . . coast to coast to help you 


solve your stencil ar offset filing problem. 
For More Information Circle No. 343 
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a track star and can race out and back 
before the boss returns from across the 
hall (doing whatever 
the hall to do).” 

Another comment about transcribing 
letters was, “Don’t transcribe your 
notes at the first opportunity; let them 
lie around for a couple of days—they 
offer a much greater challenge then!” 

“As for your dictation: 

Don’t wriggle or squirm 

And make the boss think 

You sat on a worm.” 

And, after dictation, “Don’t type a 
sentence from your shorthand notes that 
just doesn’t make sense, and hope the 
boss doesn’t catch it.” Then, “If you 
don’t know how to spell a word the 
boss has used, don’t look it up. Ask 
the girl next to you, if she doesn’t know 
it—she may look it up for you.” 

American secretaries are a breed all 
their own. They are charming, efficient, 
dependable, pleasant, and 
industrious—judging from the entries 
typed by the secretaries themselves. That 
is what they are, or are trying to be. 


bosses go across 


cooperative 


“Congratulations, but we can’t 
you both at the same time!” 


spare 
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NOW ANYONE CAN MAKE A NEGATIVE 
FOR OFFSET eeee SIMPLY & IN SECONDS 
with AMPTO PROCESS MATERIALS 


Think of itl Now every office—every print shop 
— large or small — with an offset duplicator can 
produce a perfect negative from line — typewritten 
or repro proof copy in approximately 1 minute. 


This absolutely New method is faster — less 
expensive — and requires 1/20th of the usual 
investment in equipment. 


@ Simply — expose the Ampto reversal nega- 
tive for approximately 30-50 seconds depend- 
ing on light source. 


@ Then — place the negative and a sheet of 
Ampto clear acetate film in the transfer ma- 
chine and wind them through — THAT’S ALL 


Direct inquiries will receive immediate attention. 


Write --. AMPTO INCORPORATED, NEWTON 6, NEW JERSEY 


For More Information Circle No. 278 


THE WORLD OF FIGURES AT YOUR FINGER TIPS 


fiamann 300 


o four-operation calculator with 


simplified keyboard 
touch- operation 
double-back transfer 
automatic division 


For further information folder No. 1404E 


De Fe We DEUTSCHE TELEPHONWERKE UND KABELINDUSTRIE 


AKTIENGESELLSCHAFT - BERLIN SO 36 (US-SECTOR 


For More Information Circle No. 279 
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How to Have Complete 
Decorator Treatment with 


HI-LITE 
CLOCKS 


M& M INDUSTRIES 
P. O. Box 91 South Milwaukee, Wis. 
For More Information Circle No. 371 


ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SORTKWIK 
between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier. Long lasting supply... 
At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 
Dept, 0-11, 2736 Lyndale Ave. So., Minneapolis, Minn. 


For More Information Circle No. 370 
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For.Building Business with: 


e BINDERS 
e FOLDERS 
e PRESENTATIONS 


— 16 page catelog 


JUST PUBLISHED YOURS FREE 


d 
for every business nee 


write Todey 


r & BINDER CO., INC. 
On MASSACHUSETTS 
Pine W.¥.c. 411-FOURTH AVE. 


joucts 
OSE-LEAF PRO’ 
ances! pmANUFACTURERS oF Lo 

aica’s t 
ont OF ame 


Dept. O-| 


For More Information Circle No. 369 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 


54321 


Facsimile Impression 





AMERICAN NUMBERING: MACHINE C0. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St.. Chicago 2, Ill 
For More Information Circle No. 368 
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Ten-key adding machine manufac- 
turers fell into the trap laid by the full 
More About keyboard. The full keyboard was made 


with one at the bottom because the 
i hat 1 O-Ke y nine stroke was about nine times longer 


than the one and the slanted keyboard 
I elephone lent itself mechanically to the unnatural 


upside-down arrangement. Dalton started 











his figures with one in the first row. 
HE ARTICLE on page 100 of the Checkwriters, numbering machines and 
September issue of THE OFFICE, other equipment start with one. 
about the ten-key telephone, opens a Some ten-key adding machine manu- 
question that has bothered me for many _ facturer should be brave enough to re- 
a year. I can remember 123,456,789, vise the keyboard and follow the lead 
but after many years (and having been’ of the telephone company. I am still 
an associate sales manager for Sund- confused in trying to use a _ ten-key 
strand Adding Machines) I cannot adding machine, and cannot operate it 
memorize 789,456,123. _ are trained by touch. — ARCHER GIBBONS, 
from infancy to count 1, 2, 3, etc. Rutherford, N.J. 





ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 

mm Sold through our Dealers only.. . 
= _— DEALERS: Liberal Discounts — Delivery you can depend 
~— on. All forms carry YOUR imprint. No inventory, equip- 
> ment, shipping or warehouse costs. Write TODAY to 
New Dealer, Dept. 1, 1600 E. 26th St., Little Rock, Ark. 


INTERNATIONAL BUSINESS FORMS 
o- © Goes + @o Ft Ce 


1600 E. 26TH STREET e+ LITTLE ROCK, ARKANSAS 

















#476 Table Series 


ODERN BEAUTY 
STYLED IN WOOD 
by WORDEN of HOLLAND 


WRITE FOR CATALOG AND DETAILS 


A complete line of conference 
the tables, office desks, chairs and 


WORDEN company 


HOLLAND MICHI 


leather upholstered furniture. 





For More Information Circle No. 339 
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Monroe and Litton Merge 


The impending merger of Monroe Cal- 
culating Machine Co., of Orange, N. J., 
with Litton Industries, Inc., Los Angeles, 
was announced jointly last month by 
Litton chairman and president Charles B. 
Thornton and Monroe chairman Alfred 
B. Connable. An offer to purchase out- 
standing Monroe common stock was made 
by Litton’s board of directors. Stock- 
holders representing approximately 80% 
of Monroe’s stock accepted the offer. 
Litton Industries, a major company in 
the electronics industry, operates laboratory 
and manufacturing plants at 12 locations 
in five states. The company’s numerous 
developments in electronic digital com- 
puters and controls have made important 
contributions to national defense and offer 
promising industrial, commercial and busi- 
ness applications. 

“The impact of today’s advanced elec- 
tronic developments has already been felt 
to some degree in certain areas of business 
and office management,” Mr. Thornton 
stated. “But the surface has only been 
scratched. Monroe and Litton are joining 
together their capabilities and experience 
as a major move toward realization of the 
long-term commercial potential in that 
market.” Fred R. Sullivan, president of 
Monroe, continues as chief executive of 
Monroe activities and along with Alfred 
B. Connable and George Monroe, become 
members of Litton’s board of directors. 


Swingline Acquires Ace 


Swingline, Inc., manufacturers of sta- 
pling machines and supplies, announced 
the acquisition of Ace Fastener Corp. of 
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Chicago. Both companies have been among 
the leaders in the office stapling machine 
industry for more than 25 years. William 
Pankonin, president of Ace, announced 
that he was certain he was leaving Ace 
“in the hands of a company who, in my 
opinion, has contributed greatly to the 
general increase in the use of stapling 
devices and whose fine reputation is well 
known.” Swingline, Inc., and Ace Fastener 
Corp., will act completely independent of 
each other. 


Port Huron Sales Manager 


Edmond J. Jans- 
sens has been ap- 
pointed sales man- 
ager of Port Huron 
Sulphite & Paper 
Co. Mr. Janssens 
was associated with 
Port Huron’s East- 
ern office from 1948 
to 1956, and since 
that time has been 
assistant sales man- 
ager with headquarters at Port Huron, 
Mich. Prior to joining Port Huron, he 
was affiliated with J. E. Linde Paper Co. 
and Rheinhold-Gould Paper Co., New 
York. 


Edmond J. Janssens 


Smith-Corona Appointments 
Smith-Corona, Inc. announced the ap- 
pointments of George S. Swope and Wil- 
bert L. Smith II to the newly created 
posts of director of industrial relations 
for the corporation, and manager of in- 
dustrial relations for the Syracuse, Groton 
and Cortland plants, respectively. Mr. 
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{itl the till, with this 


BIG PROFIT item... 


Abean. Write 


\ BALL PENS 


Klean Write Ball Pens, 

the world’s finest 
““throw-away”’ pens actually 
sell themselves... here’s why: 














@ Each pen is guaranteed to write for 
over two miles. 


@ No refills are necessary. 


@ Precision made medium or fine-line points 
for extra sharp writing. 


Instant flowing, instant drying ink. 
Produces permanent, non-smudging copies. 


Ink colors are available in blue, 

black, red, green or brown. 

Special pens are available 

for photo reproduction, blueprints, 
multilith, thermo-fax, offset use .. . 
for marking laundry and dry cleaning. 


Cash in on this big selling 
item... there’s a full 


profit for you in every sale! 


Executive Fine Point Pen, 49¢ retail 


Premium Medium Point Pen, 39¢ retail 


Dealers: Write today for your To: FRANKEL 
dealer discount. Fill in the MANUFACTURING CO. 
coupon for your trial order. 285 Rio Grande Blvd. « Denver 23, Colorado 


Please send me a trial order of the Klean Write Ball Pens. 
Under your guarantee of complete satisfaction. if | am not 
100% satisfied, ! can return the order and receive full credit. 


MANUFACTURING COMPANY 


For Over 50 Years Manufacturers of Famous Klean Write Stencils 
285 Rio Grande Boulevard « Denver 23, Colorado 
For More Information Circle No. 218 
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Whatever line 
of conventional 


duplicating 


products 
you now handle 


among the 
world’s finest 
duplicating products: 


Flagship patented 
metallic back 
carbon paper 


Flagship carbon 
paper ribbons 


Offset ribbons 
Tabulating ribbons 
Addressograph ribbons 
Diazo ribbons 
Hotel Register carbons 
Artist transfer carbons 
School packs 
Carbon binders 
Spirit carbons 


Stencils 


are you ready to fill the 
NEW NEEDS 
of today’s customers? 


Revolutionary changes and improvements in typewriters and 
duplicating machines now call for the carbon, ribbon and dupli- 
cating supplies that provide reliably good results with these 
new machines. 





To meet more fully all of today’s requirements Allied research 
has developed a whole new concept in specialized products. 


lake, for instance, one example: 


a new process in stencils 


“Easy Read” is the nick- 
name of our new Flagship 
stencil. It was earned by 
its unlimited visibility! Our 
new processed coating is 
so perfectly balanced in 
sensitivity for use on elec- 
tric, standard and noise- 
less typewriters that even 
non-experts turn out uni- 
formly fine impressions on 
every kind of stencil ma- 
chine. It is available in 
standard colors—with or 
without film. 


Compare the cut-out and 
stretch-resistant, long run 
performance of the Flag- 
ship stencil and you too 
will standardize on Flag- 
ship as your finest stencil. 


Let the Allied man* show you one or more ot these 
newest developments, which you can add to your 
current line, to fill the needs of your most im- 
portant customers today—and you'll begin to get 
acquainted with the value of an Allied franchise. 


* P.S. Or we'll be glad to send you details by mail. 
Just write to Dept. B4. 


AL Li E D CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 388 
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Swope will serve in an advisory capacity 
to all departments, divisions and subsidi- 
aries. He will also assist Gordon H. Smith, 
vice president for planning and adminis- 
tration, in matters relating to public re- 
lations and on special projects. Wilbert 
L. Smith II, a grandson of one of the 
founders of Smith-Corona and son of 
the president, will be in charge of industrial 
relations at the company’s Syracuse, Groton 
and Cortland plants. He will also assist 
Mr. Swope on special industrial relations 
projects. 


Annual NSOEA Convention 


National conven- 
tions of stationers al- 
most symbolize the 
flowery rhetoric of 
the old circus press 
agents. They get 
bigger and _ better 
each year. The Nat- 
ional Stationery & 
Office Equipment 
Assn. held its usual 
annual convention 
and exhibition in Chicago last month, 
and once again it was the most heavily 
attended of all times. The informative 
business sessions were tied in with five 
floors of exhibits of over 400 different 
manufacturers. The latter reported a high 
degree of interest on the part of the hun- 
dreds of dealers who attended. 


William R. Diehl Jr. 


New plant of Cramer Posture 
Chair Co. at Kansas Ave. and 
Adams St., Kansas. City, 
Kans., will have 170,000 sq. ft., 
almost double present capac- 
ity, according to R. A. Cram- 
er, president. Offices will oc- 
cupy 10,000 sq. ft. of air- 
conditioned space. Six-acre 
site includes railroad siding, 
truck loading docks and park- 
ing areas. Offices will remain 
in Kansas City, Mo., until 
about Jan. 1. 
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William R. 
Equipment Co., 


Diehl] Jr., 

Columbus, Ohio, was 
elected president. Newly elected vice 
presidents include John R. Brain Jr.. 
Brain Stores, Omaha, Distributors Divi- 
sion; E. H. Mosler Jr., Mosler Safe Co., 
Hamilton, Ohio, Manufacturers Division; 
Herbert S. Morgan, National Blank Book 
Co., San Francisco, Field Division. 


Diehl Office 


Bruning Advertising Manager 


The appointment 
of Victor Turner as 
advertising and sales 
promotion manager 
was announced by 
Herbert F. Bruning, 
president, Charles 
Bruning Co., Chi- 
cago, one of the 
nation’s largest sup- 
pliers of engineering 
and drafting equip- 
ment and copying machines. Mr. Turner 
started with Bruning’s advertising depart- 
ment in New York in 1950. He was trans- 
ferred to Chicago as assistant to the ad- 
vertising manager when the company 
moved there in 1953. 


Victor Turner 


Consolidated Sales Manager 
Consolidated Business Systems, Inc., 

New York, manufacturers of Redifixt 

business forms, named George Mroz as 








They Lock on 
G r a f ” Lo k Slotted Cards 
for Records in Constant Use 


tf ~~ 4 
ANGLE ON 


°ennacee®> 


se | 
SLIDE SIDEWAYS 





: . METAL SIGNALS 
Ke u- "| 1S @ tor Vertical Records 


pT = ee 





METAL SIGNALS 
for Visible Systems 


No. No. No. 
09 02 08 06 


C e | | u g ra TRANSPARENT 





SIGNALS 
for Visible Systems 


Also a full line of Maptacks-Map Flags 
Free Descriptive Folders Sent on Request © 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 374 


general sales manager. The announcement 
was made by J. W. Pierce, Consoli- 
| dated’s president. Consolidated operates 


' | plants at New Brunswick, N. J., New York, 


j}and Durham, N. C., with sales offices in 


|| principal cities. Mr. Mroz, with Consoli- 


| dated for 15 years, has an extensive back- 
ground in machine accounting and business 
systems. His headquarters are at the main 
| plant at New Brunswick, N. J. 

i 


| 
| 


ties William Ward Davidson 


| A plaque in memory of the late 
| William Ward Davidson, inventor of the 
| Davidson Dual-Lith, was presented to 
| Davidson Corp. by friends and associates. 
| Davidson Corp. is a subsidiary of Mergen- 
|thaler Linotype Co. The plaque was 
|accepted by the late inventor’s son, 
| William Ward Davidson Jr., executive vice * 


IN AFFECTIONATE MEM 


is 


WILLIAM 











president of Davidson Corp. and _ is 
mounted in the reception room of the 
company’s Brooklyn headquarters. Em- 
ployees also presented a handsomely bound 
keepsake book to the inventor’s widow. 
lauding his personal and _ professional 
achievements. Employees’ names inscribed 
in calligraphic style on parchment, were 
included in the memento. 


Rieser Joins Waterman 

Waterman Pen Co., announced the ap- 
pointment of Bernard Rieser as general 
sales manager. Mr. Rieser, who formerly 
was associated with Remington Rand as 
sales personnel and training director, will 
work directly under George C. Holt, vice 
president in charge of sales. 
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New million dollar plant of SoundScriber Corp. in North Haven, Conn. Factory, 
which was dedicated in September, has a floor area of 55,000 sq. ft. 


Apeco Buys Plastic Binding Div. will continue to manufacture there until 
next spring when it will move into a 


2rics > . , ; i > ’ P * 
American Photocopy Equipment Co., recently acquired Evanston plant. 


announced the purchase of the Plastic 
Binding Division of Cummins-Chicago 
Corp. The announcement was made 
jointly by Samuel G. Rautbord, Apeco W. W. Pennels, vice president in charge 
president, and Paul C. Jones, Cummins- of office typewriter sales and service for 
Chicago president. The purchase includes Royal McBee Corp., announced that Joseph 
the operating equipment and inventory of | Foley, New York national accounts type- 
only the Plastic Binding Division. writer salesman, has been named district 
Cummins-Chicago continues to manufac- manager of the Buffalo office. He succeeds 
ture its regular line of office machines. C. M. Pillow who is retiring after 37 
Apeco took over the division’s leased years of service. In Boston, W. W. Conlin 
manufacturing facilities in Chicago and was appointed district manager to succeed 


Royal McBee Appointments 


‘Paper Punches Every Office Needs!’’ 


Improved 


a CLIX 
CLix _ — : 1-HOLE 


PAPER 
3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches P U N C H 

all 3 holes for 3-ring binder sheets at a single Personal paper 

squeeze. No adjustments to make, no gauges punch for indi- 

to set, no places to mark. Insert sheets and viduals, home, office and industry. Light pres- 

squeeze! Weighs less than 16 ounces; fits sure of thumb punches clean }4” hole instantly 

brief case or desk drawer. $4.00 list. in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks. 

poner a teers 3 holes 12 in counter display carton. 60 

». Spee? meplnceesetl cent list. 

ters, 4%" from back binding 

edge — standard spacing : . MODEL 100x... Punches yi" 

11” x 814" sheets. hole, 4" from binding edge. 





Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
\ WESTERN REP.— HARRY HENKEL ASSOC,, 1355 MARKET ST., SAN FRANCISCO : 
commaiiaienes 


For More information Circle No. 413 
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ULTISTAML 


STENCIL DUPLICATOR 


MANUFACTURED ONLY BY THE MULTISTAMP CO. RT ® VIRGINIA 


CARTON MARKING: {7}, 
AND ADDRESSING | WU 


PRINT DIRECT! Save the cost of shipping 
labels and of attaching labels to cartons. Ad- 
dress 1,000 or more cartons from one low-cost 
stencil without re-inking. Model IA illustrated, 
complete outfit, $12.50. Smaller size, Model 
No. | complete outfit, $9.50. 


ALSO IDEAL FOR 


SHIPPING TAGS MENUS 
LABELS OFFICE FORMS 
POSTCARDS BULLETINS 


Portable, non-mechanical, or non-corrosive metal, 
replaceabie ink pads. 8 complete outfits: $9.50 to 
$99.50, including supplies (f.o.b. factory). No. 3 
complete outfit (illustrated below), postcards and 
large tag size, $19.50. Write for literature or see 
your office or shipping room supply dealer. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


OVER 35 YEARS 
For More Information Circle No. 377 


The-world’s smallest 
and most economical 


adding 
machine... 


SUF] lm 


SWIFT BUSINESS MACHINES CORP. 
GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 378 
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| office typewriter division is Roy 


pointed 





vice president, 
| sistant managerships were George E. Olson, 


the retiring manager, G. H. Palmer who 
had been with the company 35 years. 
Taking over at Oakland is G. R. Hansen, 
formerly district manager at Seattle. T. A. 
Etue, formerly Tacoma district manager, 
succeeded Mr. Hansen at Seattle. He will 
continue to supervise the Tacoma branch 
operation. 

Royal McBee Corp. also announced 
four appointments within its general 
service department. P. J. Ekstrand, for- 
merly assistant sales manager, service, 
was named product service director of 
the corporation. Service supervisor of the 
Thiemer, 
formerly service standards coordinator for 
Royal Typewriters. W. O. Mosher, for- 
merly director of service engineering, 
scientific computer department, was ap- 
service director of the newly- 
formed data processing equipment service 
department. To assist Mr. Mosher, Henry 
Anderson was named assistant service 
director, data processing equipment. 

W. H. Beckwith, vice president, appli- 
ance sales and service, announced two 
regional sales appointments within his 
division of Royal McBee Corp. R. E. 
Elkins, formerly southern appliance sales 
manager, is appliance sales manager for 
the western region. To succeed Mr. Elkins, 
Vanlandingham was named south- 
appliance sales manager. 


Jesse 
ern regional 


| Monroe Branch Managers 


Monroe Calculating Machine Co. ap- 
pointed the following branch sales mana- 
gers, it was announced by W. K. Clifford, 
sales. Promoted from as- 
South Bend, Ind.; William J. Murphy, 
Upper Darby, Pa.; Robert S. Keebler Jr., 
Camden, N. J.; Andrew G. McMasters, 
Syracuse, N. Y.; Lee R. Bates, Norris- 
town, Pa.; and H. James Stokes Jr., New 
Brunswick, N. J. Monroe also announced 
appointment of the following branch ac- 
counting machine sales managers: Frederick 
W. Rowley, Boston; Percy G. Howell, 
Baltimore; Erwin F. Adrian, Beaumont, 
Texas; and James S. Pettigrew, Queens, 
N. Y. 
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IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


At YOUR FAVORITE 

STATIONERY STORE 
Fast and versatile, the new Amfile® Sort-All 
lets you sort anything for Filing—Posting—Mailing 
—Distributing, etc. Sorts alphabetically from A-Z—by 
Month, Day or Date or any combination. Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS'* — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD KANKAKEE, ILLINOIS 
For More Information Circle No. 280 





Experienced buyers of business machines 
recognize the importance of obtaining 
quiet, dependable operation. This ac- 
It pays to be counts for the increasing preference for 
office appliances driven by special appli- 


MOTOR CONSCIOUS cation Lamb Electric motors... known 


for long-life and trouble-free performance. 


when buying THE LAMB ELECTRIC COMPANY 


é KENT, OHIO 
business A Division of American Machine and Metals, Inc 


In Canada: Lamb Electric—Division ot 


machines Sangamo Company Ltd. — Leaside, Ontario 


mb Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 





a 





For More Information Circle No. 281 
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Keep Your 
OFFICE 
MACHINES 
MING 
oe 


\\ 
fee( HUM 
We) 4p ~-= 


“Certified 


Office Machine 
PAPER ROLLS 





Their superior quality prevents creasing, 
bunching and slipping. That's why offices 
everywhere use them for adding ma- 
chines, teletypes and cash registers. You 
can depend upon their smooth operation 
—every roll is designed for a particular 
machine. 


@ Tested for micromatic accuracy 

@ Guaranteed for trouble-free operation 
@ Clean cut, lintless, without splices 

@ Red ink warning signal marks roll-end 
@ Conveniently packed in individual boxes 


AVAILABLE AT ALL LEADING STATIONERS 


Dealers write tor Cash Register Roll 
Specification Sheet and Prices today! 


RITTENHOUSE 
PAPER CO. 


6403 Sewth Wentwerth Aveage 


Chieeqe 71, IMineis 
For More Information Cicrle No. 379 
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Exporters Elect Officers 
Ernest H. Colvin, 

export manager, S. 

E. & M. Vernon, 

Inc., was elected 

president of the Am- 


| erican Office Supply 


Exporters Assn. Five 
new members of the 
association’s board 
directors are: 
Alberto L. Talero, 
National Blank Book 
Co.; Peter Simon, Venus Pen & Pencil 
Corp.; Philip Schwartz, Art Steel Co.; 
George R. Smith, Esterbrook Pen Co.; 
and Don Abbate, Oxford Filing Supply 
Co. Other members of the board are: 
Ernest H. Colvin, S. E. & M. Vernon, 
Inc.; Otto Gaffron, Eberhard Faber Pencil 
Co.; Tracy Higgins, Higgins 'nk Co.; and 
Henry Williams, R. A. Stewart & Co. Vice 
president is Otto Gaffron; treasurer, Tracy 
Higgins; executive secretary, Harold 
Shively. 


Ernest H. Colvin 


Fine Hardwoods Executive 

William F. Ashby of Jackson, Tenn., 
president, Fine Hardwoods Assn., an- 
nounced the selection of E. Howard Gate- 
wood to succeed Burdett Green as ex- 
ecutive vice president of the association. 
Mr. Gatewood was vice president and sales 
manager, Taylor Chair Co. and previously 
with the Wood Office Furniture Institute. 


To Have a Pencil Week 

As part of an expanding promotional 
program started three years ago, the Lead 
Pencil Manufacturers Assn. will conduct a 
Pencil Week during the last week in Febru- 
ary each year, beginning in 1958. 


Ampto Products in Canada 


Photographic and offset reproduction 
equipment of Ampto, Inc., Newton, N. J., 
is distributed in Canada by Riley’s Re- 
productions, Ltd., with sales offices in 


| Winnipeg; Regina, Sask.; Edmonton and 
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VARIO “ANS SICK LEAVE 


Multilith Owners! CONTROL 








PaRvaRe f Feenuary | ™ — 
fo] dell) Mi lel, laa: le ar @ Stamdand f2. mck? i 
Njon amy 3- hole 5 landa vad Stina 


These control 
sheets give an 


Jumbo Shell is suc- : f errr fae: accurate, read- 
cess-proven 10 yrs.! ‘ ae a : v a ily accessible, 
Thousands sold on te fissast tlt tidal taadsea and economical 
approval, less than # or a 9 ae oy ot sires / record of em- 
G9 > ' 
1% returned. Many ployee's annual 
in use 8-10 years, vacation ar 
still good! Improves , e J 2 c ct papas is 
presswork amazing- ’ ! Wil ae « ttalhi ital al leave, paid 
ly. ‘‘It’s like 3 ex- " q 7, 8 9 | Sab see ate 9] Bel sioiizis) §=holidays, and 
tra rollers!’’ say 5 a . | agetleziz3i2e 7/18}19|20,21 22.23 iapizziasieepsi2627/ Other records 
users, Installs in 5 ; requiring tabu- 
minutes without lati b 
drilling. Choice of . © } CNS ieee a 
brass or lucite cyl- Bek | Hy 2 a ‘ed’ endar days 
inder, only $29.50; i i [is a pike Over 150,000 
postpaid if check . ae 2 1 Tao . it) sold this year 
with order. 5-year Sia ; EJ roe x , 
guarantee. 10-day 4 | 
money-back guar- i | 1958 Vacation and Sick Leave Calendar Sheets 
tee. Write! | 25 sheets $2.00 300 sheets 

FREE ! Slash masking, set- sae —_— a 

up time! Try 5 Base 200 sheets 90 — 
: ; \ 200 sheets $9.00 

Line Masking Sheets FREE! | i ; " 

For Nos. 1250, 1300, 2066-SD, | Additional sheets over and above 0 17/26 

LD, also Davidsons. Mention COMPLETE | Minimum order 25 sheets—F.0.B. Columbia, Missourt 

make, model press! ? | Postage Prepaid if check 

or money order accompanies orde? 


AMERICAN PRESS, 200A So. 7th, Columbia, Mo. 
For More Information Circle No. 358 


Better Presswork \ARAmurnava mera 





LITHO RESEARCH, INC. 
2417 Second Ave. Dept.OM Seattle 1, Wash. 
For More Information Circle No. 356 


™ | It just SNAPS apart 
"*KOH-1-BALL"' 
. . . the New Double-Ended 


Ball-Point Pencil 
e writes RED e writes BLUE 











another Koh-l-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market. 


polished brass nose-pieces 
light wooden barrel 


M full-length red & blue 
ball-point inserts (easily : 
replaced with available LETTEREX sets are available in all 
refills) colors. A set is a high quality onion 

Packed either 12 Koh-I-Balls on a display | skin lightly tipped to an intense and 

card or in a dozen box. . clean carbon sheet. 500 sets to a box. 


esd eS ae ee EP Pee xX 
1114 HALF STREET, S.W., WASH. 24, D.C. 
¥ Koh- Il-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 359 
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 HUMBERING-DATING ZIP-O-RITER 
MACHINE Addresses Directly 


HAS POWER FOR PRINTING from Card 
. . « POWER FOR INKING Files 


for carbon-interleaved forms, invoices, insurance 
certificates, purchase orders. 
Anyone can operate the 
Powermark to print client 
numbers, identification codes, 
check numbering, inspection 
coding, etc. Machine num- 
bers consecutively, repeat or < Headings On 
duplicate. Easily prints 8- , os 
copy carbon-inter- - Work Sheets 
leaved sets. Can ‘ : ; 


be furnished to - _ Accounting & 
meet any individual ener Tabulating 


requirement such 


as remote trig- Forms 
gearing cad INDISPENSABLE FOR 


t ti 
cds. Wvien MANY OFFICE ADDRESSING 
a Sere & DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 


r 0 R C E faa E S T E R % ; ] n Cc . copying errors. Addresses or duplicates without 


plates, inks or costly machines. 
434 S. Wabash Ave., Chicago 5, Ill. 


S & M DISTRIBUTING CO. 
; 3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 409 For More Information Circle No. 411 








SECRETARIES ACCLAIM || HY Toy Kw aD ¢ 
(>) 3 _Srcconite eo 











€ : 5 : 
ries as a valuable aid to | 4 k 
production and accuracy. Relieves eye and G ean ° Quic * Easy 
neck strain. Completely adjustable to desk ° ° 
and light conditions. Never in the way. for moistening envelopes, 


Folds behind typewriter when not in use. stamps labels 
Other Hall-Welter products include: : 


Error-Ne Copyholders, Speedrite | Available in new decorator colors . 
Checkwriters, Chexsigno Check Signers. at your local stationer or office supply dealer 


HALL-WELTER c ’ ° 
38 Mt. Hope Avenue e lieeak “8 BERNAY PRODUCTS COMPANY 


412 S. Wells St., Chicago 7, Ill. WAbash 2-2636 














For More Information Circle No. 410 For More Information Circle No. 412 
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Winners of the Facit Olympics: Mr. and Mrs. Robert Harris, Mr. and Mrs. John Vero, Mrs. 
John Carrell, Winifred Easley, John Carrell, and Edward Clarke leave for ten-day holiday tour 


of Sweden as guests of Facit, Inc. 


Calgary, Alberta; Vancouver and Toronto, 
according to Ampto’s vice president M. 
Richard Boyer. Riley’s Reproductions re- 
cently absorbed Autronics, Ltd., of Calgary 
and Clark Business Machines, Vancouver. 
Human Relations at Standard 
Standard Duplicating Machines Corp., 
Everett, Mass., pioneer manufacturers of 
fluid duplicators, are not alone successful 


makers and marketers of office equipment 
but have set a high standard throughout 
the New England area for their recognition 
of the human element in business. The 
policy reflects the thinking of Standard’s 
president, A. W. Vanderhoof, who now 
celebrates 33 years of service with his 
company. The company’s modern plant in 
Everett offers employees every modern 
convenience. The social services in which 


1 roof ¥ 
5 divisions 





quality + selection + economy 


There are no unknown quantities in this 
equation. By establishing 5 divisions UNDER ONE 
ROOF, we enable our customers, both dealers and users 
alike, to get top quality office machines—any make 


and any model 


at a tremendous saving. It’s a solution 
that proves worthwhile, everytime. 


The following are the 5 divisions available to you: 


Addressograph 
Division 


Banking 
Division 


ms 


Adding and Calculating Bookkeeping Duplicating 


Machine Division Division Division 


Apply this time proven equation to your office machine problems today! CALL OR WRITE DEP'T 0 


INTERNATIONAL OFFICE APPLIANCES, 


326 Broadway, New York 7, N. Y. HA 2-6700 + Cable 


INC. 


ADDBOOKAL 


For More Information Circle No. 415 


THe Orrice—November, 1957 








IVPt ULEANING MADE EASIER 


with the Nad 


CLEANS 
© Typewriters 
* Billing Machines 
* Adding Machines 
© Addressing Plates 
* Marking Devices, etc 
*NORTA THE ORIGINA i T TYPE CLEANER 


Free somple se 


NORTA DISTRIBUTING COMPANY 


320 Fifth Avenue, New York |, N. Y. 
For More Information Circle No. 331 


Typists ond business 
machine operators want 
*Norta Plastic Type Cleaner 
—it's easy to use—no mess 
— no liquids to spill 








NO MORE MESSY BLACK INK! 


r INKLESS 
MIMEOGRAPHING 


coming your way soon with 


DIAGRAPHY 


STENCH DUPLICATING 
COMPOUND 


Another Outstanding Product of 


THE PRINT- o- Maree co., 


24.W WASHINGTON BiVE ‘ 


ag Produtts 


For More Information Circle No. 332 





PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 


Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 














For More Information Circle No. 333 


TGENUINE ENGRAVED 
l Se 





e Gonine BUSINESS CARDS 
DO $11 © 1000 $15 ong 
§ 


$3% 16 00 











DEWBERRY ENGRAVING = 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA’ 


For More Information Circle No. 334 
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| employees participate 


| 
| 
| 
| 


are indeed praise- 
worthy. Only last month, an attractive 
brochure was distributed to all employees, 
listing the names of all field and home 
office personnel with the company ten or 
more years. 


Automatic Electric’s New Plant 


Herbert F. Lello, president, Automatic 
Electric Co., announced that the Chicago 
manufacturing unit of the General Tele- 
phone System dedicated its new facilities 
on Wolf Road in suburban Northlake 
last month after one of the largest indus- 
trial plant moves in the midwest. Donald 
C. Power, president, General Telephone 
System, spoke at dedication ceremonies to 
which hundred business and civic 
guests were invited. Several thousand per- 
sons and almost 3 million pounds of equip- 
ment were moved from Automatic 
tric’s 17 multi-story buildings in Chicago. 
The new plant, designed and built by 
Austin Co., is a 1,520,000 sq. ft. structure 
on a 167-acre site. It enables the com- 
pany to more than double its former pro- 
duction. 


several 


Elec- 


Hunter Appointments 

A. J. Knippel was appointed national 
sales director for HeccoStat Paper, a new 
product introduced by Hunter Photo- 
Copyist, Inc. The announcement was made 
by John G. Hunter Jr. 

Nicholas P. Schleich was named branch 
sales manager of the Chicago branch 
office of Hunter Photo-Copyist, Inc., and 
Louise L. Crawford was appointed office 
manager. They will handle the sales and 
service of Hunter’s complete line of photo- 
copy equipment. 


Stenafax in Business Show 

Through an inadvertent error, the name 
of Times Facsimile Corp. was not included 
in the list of exhibitors at the National 
Business Show published in the story on 
the show in the October issue of TH 
OrFice. Times Facsimile Corp. did in- 
deed exhibit their well known Stenafax 
unit, Thomas Collators, Inc., being Stena- 
fax distributors in metropolitan New York. 
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WANTED .. 

DEALERS FOR OUR 

MULTI-COPY FORMS 
Expanded facilities 
and added equip- 
ment allow the 
addition of new 
dealers. Fast, de- 
pendable delivery. 
All forms carry 
dealer’s name. Also 


ONE TIME 
CARBONS 


shipped under 
dealer’s label. 


WE SERVE AS YOUR FACTORY 
AND WAREHOUSE. LIBERAL 
PROFITS TO DEALER. 


ROGERSNAP 


BUSINESS FORMS 


P. O. BOX 10425, DALLAS 7. TEXAS 
For More Information Circle No. 268 





/DOCTOR-LAWYER-ACCOU 


NO FILE TOO SPECIALIZED 
For Smith 


PROJECTING @ 
_ SIGNALS 


@ Can be printed to order for any business 
or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@ Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 

@ Available in 1/4," to 2" widths. Stocked in 
choice of 12 plain colors or printed 
alphabets, states, 
months, and numbers. 

See your office supply dealer or write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For more than 50 years, a complete line 





of time-saving signals and indexes 
c 
For More Information Circle No. 269 
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THE 


days of the week, 





IDEAL SAFE FOR SMALL 
BUSINESS AND HOMES 


Small Size Low Price Big Protection 





CLASS C CONSTRUCTION 


Dimensions—Inside: 10'' wide, 13'' high, 10"' deep: 
Outside: 14'' wide, 18'' high, 16'' deep 
New licht green wrinkle finish. Write for literature 


SCHWAB SAFE COMPANY, 


125 Ibs. 


Lafayette, Indiana 
For More Information Circle No. 270 


+=MT4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality meal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 


For More Information Circle No. 271 
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, 


Over 200 pages of 
helpful information, 
and illustrations 
(including 100 pages 
of advertising by 
duplicator 
manufacturers, with 
Buyer's Guide index). 


Get ALL 

the Facts 

on Office vires deal 
Reproduction! 


Price $3.25 


7 HE ONLY BOOK OF ITS KIND! It pro- INCLUDES: Carbon Paper, Substitutes for 
vides you with a complete guide to Carbon Paper, Gelatin Hectograph Duplicating, 
the broad field of office reproduction. Fluid Duplicating, Stencil Duplicating, Relief 
Answers such questions as: “Which Duplicating and Printing, Offset Duplicating, 
method of duplication will best fill my Photography (Camera), Contact Photocopy, Con- 
needs?” Describes in detail the opera- tact Printing (Translucent Master), Facsimile 
tion of all basic types of equipment. Master Preparation, Automatic Typewriters, 
Ends your search through reams of Automatic Data Processing, Communication 
material to find the answer to indi- Transmission, Facsimile Transmission, Punched 
vidual problems. It’s all here in one Card Data Transmission, Impression Stamps, 
volume. No user of office printing Addressing Methods, Tabulating Machines, Sig- 
equipment should be without this nature Machines, Other Imprinting Machines, 
manual! Binding and Finishing Equipment, 


oe ee ee ee ee ee oe ee ee ee ee eee ee ee ee ee ee ee ee ee 


OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 
Please send me copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. [| | enclose remittance. Send invoice. 


Name 
Company 
Street 


Giy ... Se .. Zone State 


Se See ee eee aaa aaaeaeana 
See e222 SS ee eee ee eS ee 


TTtrirrreiefesftfttststststtststhstsfhsfthsfhsthsthLeE EEL TESSEeEeEeeeFeLeLLLeLLLCLLeLere, 
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Hano Enlarging Midwest Plant 


Philip Hano Co., manufacturers of 


printed business systems, will enlarge their | 


Mount Olive, Ill., plant to three times its 
present size. The company, which also 
has a plant and offices in Holyoke, Mass., 
will install additional press and bindery 
equipment to service the midwestern area. 
The Mount Olive plant was established 
in 1955 on a ten-acre site by the company 
which was founded in 1888. 


Masterlith Service Offices 

Service offices for Photostat Masterlith 
offset duplicators are operating with fac- 
tory trained men in 43 cities in every 
region of the country, it was announced 
by James Hertsch, sales manager of 
Photostat Corporation’s Masterlith Divi- 
sion. Complete service and parts are 
available in Boston, Bridgeport, Gorham, 
Me.; Hartford, Providence, Springfield, 
Mass.; Buffalo, Clifton, N. J.; Elmira, 
N. Y.; Harrisburg, Pa.; New York, Phila- 
delphia, Pittsburgh, Rochester, Washington, 
D. C.; Cincinnati, Cleveland, Dayton, De- 
troit, Louisville, Chicago, Des Moines, 
Kansas City, Mo.; St. Louis, St. Paul, 
Austin, Brownsville, Dallas, Houston, Okla- 
homa City, Tulsa, Wichita, Atlanta, Greens- 
boro, Shreveport, Los Angeles, Oakland, 


Portland, Ore.; Sacramento, Salt Lake City, | 


San Diego, San Francisco and Seattle. 


Victor’s Eye Safety Record 

More than 39 years of metalworking 
without a lost eye is the outstanding safety 
record of Victor Adding Machine Co., Chi- 
cago. 
combination of common sense precautions, 
and effective safety education. Those who 
work in areas requiring protection receive 
their own standard or prescription safety 
glasses at company expense. People who 
occasionally walk through restricted areas 
must check out a pair from a conveniently 
located storeroom. Glasses cost from 
$2.50 for standard types to as high as 
$30 for special prescription jobs. About 
150 pairs are purchased every three 
months. 
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Victor’s achievement is credited to a 


aca 


Pas 


a 


E-Z SORT SYSTEMS 
‘Save time and money 
in 


every department... 


¢ Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 
Purchasing 
Manufacturing 
Inventory 
Sales 

e Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 
Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You. 


For More Information Circle No. 376 





Underwood Appointments 


Underwood Corp., has appointed George 
G. Neidich as general manager of its 
Supply Department, and George Metzler 
to the post of wholesale sales manager of 
the same department. 


Cooperative Marketing Plan 
A cooperative marketing plan was adopted 
by Remington Rand, Division of Sperry 
CLEANER Rand Corp., and E. F. Hauserman Co., 
| whereby both companies will sell and 
pulls the dirt out of type- service their own products but will co- 
writer type rather than wash- | °Perate wherever possible in advertising 


. os . and sales romotion. Hauserman will 
ing it into the machine Pven ig ape eked 
handle both sales and lifetime servicing 


of their partitions. 


Flatten the putty | Flu Shots for Workers 
by pressing very Over 50% of Chicago’s office employees 
will be inoculated against Asian flu ac- 
cording to a survey by the Office Manage- 
ment Assn. The number of employees 
accounted for in the tabulation was 
; } 132,000 in 230 offices. Ninety per cent 
gad fy; 4. + RANE oof the firms who are offering the vaccine 
: to employees will pay the entire cost while 
10% are planning to split the fee with 
| employees. Most popular split is on a 
50-50 basis. Office managers feel the 
spread of flu will seriously affect work 
! \X Fold the putty output. Of those firms not planning to 
A; ‘ upward to origi- inoculate employees, 70% are encouraging 
\ nal pyramid shape. them to get shots on their own. Eighty 





\ me. per cent ofthe offices iving shots wil 


while 10% will send employees to the 


NO MESSY LIQUIDS to remove nail polish doctor’s office. Some firms are making 
spot or spatter clothes. arrangements to inoculate employees at 


NO HARMFUL FUMES to cause headaches local hospitals or medical centers. How- 
or colds. ever, no one knows when serum will be 


To make neat erasures—just touch the word available. 
to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear. 


Retails for 50c each 
Dealers—write for sample and cost 


READERS ORDERING A 
UE ee ae Oe on a CHANGE OF ADDRESS should 


P.O .  eeR £40 


SAL TRS te ei ans” provide both their old and their new 


address, and give one month’s notice. 
For More Information Circle No. 386 


THe Orrice—November, 1957 





RITE-LINE copyvuotpver 


* SAVES EYESTRAIN e TAKES COPY UP TO 20" 
e PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION e¢FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 272 














| PAYMASTER 

















PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., fst. 1902 


Originators of “Outlook” Envelopes 
1091 W. Washington Blvd., Chicago 7, Illinois 


For More Information Circle No. 273 
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YOU PAY FOR IT WHETHER 
YOU BUY IT OR NOT! 

















Save costly, time-consuming ''farming-out."” The 
small investment in a PIONEER PAPER DRILL is 
soon repaid and then goes on making money 
for you instead of someone else, Anyone can 
operate. A production machine with such quick 
set-up that short runs are a special delight. The 
best value of all time, Accessories for cornering, 
slotting and slitting. Write for literature today. 


Pion eé&te R 


1130 NEBRASKA @ TOLEDO 7, OHIO 





os 2 Si 
For More Information Circle No. 274 


Wilhelm Dreusicke 2Co kG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPECIAL TOOLS 


BERLIN W35 LUTZOWSTR.3 
WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 


For More Information Circle No. 275 





PROBLEMS 


3 PHON SOLVED——_ 


1. Safeguarding privacy. 

2. Quieting the office. 

3. emer hearing—noisy places. 

* HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











For More Information Circle No. 385 


MANUFACTURERS OF DURALUMINUM 


HOLDERS sortie 


MANY 
STYLES 


MFG. CO., inc. 


- BOX 243 


WINTHROP MAINE 


For More Information Circle No. 384 


| ture is by 


| priate 





For Your Annual 


cee ROLLER CHANGE 


Insist on a 
Futuristic" 
5- ver ' _—_ 


ne Best mais 


es and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 





| rural state with picnic 





| General moved to its new home, 





For More Information Circle No. 383 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 390 


| dent 


Planning Makes Perfect 
ntinued from page 76) 


visual gems, modern gardens based on 
the traditional Japanese with harmoni- 
ous walks, plantings, trees, pools. The 
terrace with its two pools and carved 
benches large invites 
noontime relaxation. On the south road- 
way, 


stone and trees 
across the wide lawn and pond. 
there are three large red granite monu- 
ments which bear a certain relationship 
to the ancient stone monuments found 
parts of the notably 


Connecticut General's sculp- 


in some world, 
England. 
Isamu Noguchi and repre- 
conception of a family— 
mother child—an appro- 
symbolism for a life insurance 
company. The architects supervised 
landscaping the 80-acre area within the 
interior road loop with trees, shrubs, 
lawn. Outer are left in a semi- 
tables set up 
across the lake; a walk laid out through 
the woods which are kept as a bird 
sanctuary; and some of the meadowland 
leased to nearby farmers for haying. 
Almost exactly four years after the 
site had been approved, Connecticut 
trans- 
planting its activities into a_ building 
that had been tailor-made, painstak- 
ingly planned and constructed. Presi- 
Frazar Wilde summed up the 
efforts of all, “Builder, architect and 
owner united in attacking the problem 
of creating the best office possible. We 


sents his 


father, and 


acres 


are confident that our new home office 
will operating efficiencies 
for us in the future and will have im- 
portant values in employee and public 
relations.” 


mean new 
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National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 


National Time & Motion and Management | 


Clinic, Industrial Management Society, 
Sherman Hotel, Chicago, Oct. 30-Nov. 1. 

Electronic Systems Conference, National 
Machine Accountants Assn., U. S. Grant 
Hotel, San Diego, Nov. 7-8. 

National Business Forms Associates, Hol- 
iywood Beach Hotel, Hollywood, Fla., 
Nov. 10-13. 

Visual Communications Congress, 
man Hotel, Chicago, Dec. 7-10. 
Eastern Joint Computer Conference, 
Sheraton-Park Hotel, Washington, D. C., 
Dec. 9-13. ‘ 


Sher- 


Carter’s Ink Co. had United States Testing 
Co. make comparison tests of Carter’s Stamp 
Pads and Hi-Fidelity Inks with other brands. 
Tested were the number of clear impressions 
from felt and foam rubber pads, visual com- 
parison of depth of color, adherence and 
absorption properties of ink. 
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yy am . 
Don't break your back 
digging up buried information! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well. 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling. 


PRONTO 


STORAGE FILES | 


Legal Size $4.55 


Letter Size 
$3.78 


Prices slightly higher 
in Texas, Colorado 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 


For More Information Circle No. 381 


"Check Size $2.50 





ADVERTISERS 


Acco Products 

Acme Visible Records, Inc 

Addo-X, Inc. . 

Allied Carbon & Ribbon Mfg. Corp 
Amberg File & Index Co 

American Automatic Typewriter Co 
American Evatype Corp. . 
American Lithofold Corp. 
American Numbering Machine Co. 
American Press . 

American Register Co. 

Ames Supply Co. 

Ampto, Inc. 

Arlington Aluminum Co 

Atlas Stencil Files Corp. 


Baltimore Business Forms Co 
Bankers & Merchants, Inc. 
Bernay Products Co. 

Box 1157 
Bruning Co., Charles 

Bud Type 2R Co 
Bunn Co., H. 

Burroughs Beg 

Business Electronics, Inc 
Business Forms Printing Co 


Can-Pro Corp. 

Carter's Ink Co. 
Cartoons-of-the-Month 

Cashere Corp. 

Catskill Craftsmen, Inc 
Cel-U-Dex Corp 

Chart-Pak, Inc. 

Cole Stee! Equipment Co. 

Cole Steel Office paperanian, Inc. 
Collamatic Corp. ; 

Colonial Carbon Co 

Columbia Ribbon & Carbon Mfg. Co 
Comptometer Corp. 
Consolidated Business Systems, Inc 
Control Systems, Inc. 

Convoy, Inc. 

Copease Corp. 

Copy-Craft, Inc 

Cormac Photocopy Corp. 
Cotterman, |. D. 

Cramer Posture Chair Co 
Cromwell Printery, Inc 


Datamatic Corp. 
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maroon and gray with 16-carat gold lettering, 
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No irritating wires to handle, Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
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two files hold an entire year's issues. Files are 
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your money back, Postpaid in U.S. 
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For 1958, we predict that management will 
demand savings in office operations. To the office 
management executive, this is an old story and he 
may again be given a hard time by the boss in the 
front office who is enough concerned by the gyra- 
tions of the stock market to jump immediately into 
economies that in the end have the opposite effect. 


The shortage of office workers will acceler- 
ate, not diminish. The boss can economize by not 
incepting some of the new systems or installing 
some of the new equipment that could make the office 


help bottleneck less burdensome. We predict he will 
nevertheless insist on these economies because most 
all of so-called top management is still not suf- 
ficiently systems and methods minded to embrace 
the simple arithmetic involved. 


More new advanced equipment and systems ideas 
are now being released than at any time since the 
end of Werld War II. Many are exceedingly worth- 
while and some will be very far-reaching in their 
effect. We could name scores, all the way from the 
very efficient new functional desk to the very 
new, practical and low-priced electronic comput- 
ers. They come at a very badly needed time. But 
the task of selling some of these banker-minded 
boards of directors on office awareness often be- 
comes frustrating. That problem is still with us. 
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neater way to -- 

attach |< 
revisions! 


“SCOTCH” 810 Permanent Mending Tape! 


Holds invisibly ... mends invisibly ... and you can write on it! 


Here’s the modern way to neater, better - looking office records! 
“SCOTCH” 810 Permanent Mending Tape is completely transparent, 
with a special dull-finish surface you can write on with pencil, ink or 
typewriter. And this new tape won’t shrink, won’t cloud, won’t ooze 
adhesive . . . ideal for valuable documents, books, maps! 

Get the ideal tape for all permanent sealing, attaching, mending jobs 
—“SCOTCH” 810 Permanent Mending Tape! 
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